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ABSTRACT 

This assignment pack is designed for students and 
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assignment topics, are as follows: travel (making a hotel 
reservation, planning a route by rail, reading a pie chart); personal 
finances (planning a weekly/monthly budget, request for a car 
insurance quotation, filling in a motor accident report form); job 
seeking (finding/working out the cost of a classified advertisement, 
writing letters to employers, job application form, using yellow 
pages;; media (reading a newspaper, acconmodat;ion, looking for a job, 
using a video recorder, using a remote control); housing (reading a 
mortgage application form, organizing a move, reading an insurance 
policy, using a map to find local facilities); and health (health at 
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Introduction 



The Assignment Pack has been designed for students and tutors working in open, 
flexible or distance learning. It is made up of six sections. Each section contains: 

• a detailed contents page which identifies the assignment under an activity 
heading, an individual title and indication of the relationship to the City and Guilds 
3793 and 3794 accreditation systems 

• a variety of assignments 

• answers to the assignments for student self-checking. 

Students following the accreditation systems should not refer to the answer sections 
provided but have their work checked by a tutor. 

Each assignment though part of a thematic area, is free-standing. The stud ant should 
be encouraged to self-select assignments appropriate to their level of ability and 
relevant to their planned programme of work. 

A signpost system has been adopted to guide the user through the pack and allow the 
maximum amount of independent use. Six symbols are used and a key to the signposts 
is provided. 

In addition to being a learning resource for students, the Assignment Pack provides 
tutors with an example of how to generate open learning materials using everyday 
sources. 



[itey 



tn this pack there are signposts on every page. These signposts will help you with the 
assignments. 

Here are the signposts and what they mean: 



Hl^ way m 
I 

written element 

spoken explanation, demonstration or role play 

I 



K'»E*ai. use a calculator 
I 

information 

I 

use a teleplione 



Forms 

• Filling in a Bus Pass form - WP, Fdn 

• Making an hotel booking - 
WP.Stgl;NP. Stgl 

• Complaint letter to British Rail - 



WP.Stgl 



Writing 

• Writing an argumenf essay - 
WP, Stg 1 

• Writing off for a Brochure - WP, Fdn 

• Planning a trip to France - WP, Stg 1 



Graphs/Charts/Tables/Maps 

• Reading a bus timetable - NP. Fdn 

• Getting Information from a table - 
NP.Stgl 

• Reading a Car Buyer's Guide - 
WP.Stgl 

• Reading a table of Information on 
Drink and Driving - NP, Stg 1 

• Reading a pie chart - NP, Fdn 

• Planning a route by rail 



Reading 

• Getting your vehicle registered • 
WP, Stg 1 




TRAVEL 
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Numeracy 

• Choosing a credit option 

• Sharing the cost of holiday travelling 
expenses - NP, Stg 1 

• Changing cash into foreign money 



Making an hotel booking 



TRAVEL 



Skills you need before you begin: 

• Reading tables of information. 

• Working out costs. 

• Reading forms. 



You are travelling to Oxford for a friend's wedding on Saturday 4th July. 




You decide to make a full weekend of it and 
want to book into an hotel 
for Friday and Saturday 
night arriving around 
6pm, and leaving after 
lunch on Sunday. You 
will be travelling alone. 

Here are the Room Rates 
and Booking Form for 
a local hotel 



A- . . Li., . 
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wrn 1 . Read the booking form, and tell a tutor what needs to be filled in. 
LJw 

2. Show a tutor how you would pay for your occommodotion. You could pay with 
cash, cheque or credit cord. 



You can use this for Wordpower Stage 1 Unit 3 Element 2 (A) 



You con use this for Numberpower Stage 1 Unit I Element 2 (B). 
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Writing an 'argument' essay 



T R A V, E l 



m 



Skills you need before you begin: 

• Putting together pro and con arguments in note form. 

• Expressing ideas clearly in writing. 



Increasingly, a great deal of media coverage in newspapers and magazines, and on 
television and radio, is given to environmental issues. 

One of the topics often discussed is the damaging effect of huge numbers of motor 
cars on the environment. 




This newspaper report is typical 

Over the last few years, cycling has become 
popular again, and not only as a leisure 
activity. Fed up with sitting in traffic jams in 
their cars, more and more people are using 
bicycles as a means of travelling to and 
from work. 

But travelling through busy traffic on a bike 
can be dangerous - and hard work! 



> Traffic Ciogs 

];^^F;F!Ciams were reported 
/ r""^^hecountn' yesterday on the 
' Bn>"-'''''^?^«f^hevearon 
thflnnaT'''''''^^"«'^^ndedfor 
he 'ong Summer break. Worst fit 
were stretches of the A30 in Svo^ 

ir.,„ //„..s;„./„,-;,:;,:^ 

2<SJu/v /w/ 



Moke o list, in note form of the arguments for and against using cars and bicycles as 
a means of travel. You can list your points as *pros' and "cons'. 'Pros' are points in 
favour and 'cons' are points against. 

For example, 

Cars are expensive to run = cons cars 
Cars are convenient = pro cars 

Bicycles are very easy to park = pro bicycles 
You get cold and wet in winter = con bicycles 

Write your list under these 4 headings - 
1 . PRO CARS; 2. CON CARS; 3. PRO BIKES; 4. CON BIKES. 

Now turn your notes into a piece of continuous writing, divided into paragraphs. 

Highlight what you see as the main arguments in favour and against the use of cars 
and bicycles as a means of travel. 




You can use this for Wordpower Stage 1 Unit 4 Element 2 (A or C) 
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Writing off for a brochure 
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Skills you need before you begin: 

• Reading newspaper adverts. 

• Writing formal letters to get information. 




Newspapers are a good place to find adverts for holidays. 
Some of the adverts ask you to 'phone for more details. 

The adverts printed below all ask you to write off for a brochure for more information. 



CYCLING 
WALKING 



ihf ««- '^"^ 1^ !"«'■ 




?OBoxj:5 
Con^'en 



Lazy cycling and walking holidays 
in the Salzburg lake dislnct 



WAtmnSIDC HOUDAYS 

Pembrokeshire NatKxiai Park 
Sailing, paintcng, drawirig We offer a 
selection of sailing dinghies/auisers 
Secure dinghy park, private 
lauTKrhings, moorings, own foreshore, 
shettered waiers. Cteddau Estuary 
Well equipped studio, ensuiie rooms. 
inspiftf>g views Mouth watering food 
for omntvores. vegetarians, dteters 
SUysaHt (0437) MOOTS. 
P.O. Box 24. Staysail. 
Pembs. CL2 8YG 



^^^^ 



Carol 8ee,h=„ *^ 

TPsefand 
CUM8S 



Cottages, lodges, chalets 
and caravans 



Your widest choice of sclf-ciccrins holidayt. Over 200 
locittons throughout England, Scociind and Wales. 
From around £25 per person 
per week. Special weekend 
and short breaks coo *. 

write toda y- Quot« R«f HS66 

HOSEASONS Houomrs 

==• HS66, Lowestoft. Suffolk Nfl32 3LT. 




Choose one of the adverts. 

Write a letter, asking for a brochure or nnore details. 



You can use this for Wordpower Foundation Unit 4 Elennent 1 (A or B). 



m 



Planning a route by rail 



TRAVEL 



Skills you need before you begin: 

• Using the points of the compass (N,S,E,W). 

• Setting out a route from a plan or map. 



Below is a plan of British Rail's Holidaymaker Train Routes for 1991. 

You live in Dundee (in the North of the map). 

You are going on holiday to Paignton (in the South West of the map). 

You will be travelling to Paignton by Train. 




jWrn 1 . Tell a tutor which route you would fake by train to get to Paignton. 

Liw 
I 



2. Write out your route on a 
piece of paper, include 




I 

m 



Skills you need before you begin: 

• Writing formal complaint letters. 

• Writing from notes. 



Complaint letter to British Roil 




Yesterday, you caught a train from your home town for a day trip to London. 
The trip was a disaster, through no fault of your own, 
You decide to make a formal complaint to British Rail. 

The Enquiry Office at your local station gives you a complaint form to fill in .This is printed 
on the back of this sheet. 

These are the notes you jotted down about the trip: 



Bought cheap day return ticket. 

Told earliest at 7.24. Wrong information - already gone when got 
there at 7.20. 

Waited for next train for 90 minsl 

Should have had buffet car but didn H. Starving all the way. Got to 
London nearly lunch-time. 

Needed to catch 3.55 back because of cheap day return rules. No 
room on train to sit down. 

Waited for next one (90 mins again). 

Ticket collector made me pay £15 extra for standard rate return 
ticket. No money left. W;^ked home - soaked in ram. 



I 



What a day! 




1 . Using these notes, fill in the complaint form like the one printed on the following 
page. Use your own name and address and yesterday's dote. 
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Name 
Address 



Journey from 




to 


Time of train 


date 


ticket tvoe 





Comments Today's Date 



Ptea$« return this form to the person who gave it to you or send it to: 
Customer Services, Area Manager, British Rail Kings Cross, London N1 9AP. 



// your Compislnt/Commcnt is not dcMlt with to your satisfaction you may 
write to - The Secretary. Transport Users Consultative Committee. 
(Eastern England), Midgate House, Peterborough, PE1 1TN, 
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TRAVEL 


\ 





•gp Skills you need before you begin: 

• Reading a simple pie chart to get information. 

• Reporting on ttie information. 



A survey of 200 tourists was carried out at a holiday camp. 

The tourists were asked to say how they had travelled from home to the camp. 

The results of the survey were made into this pie chart 

Tourists' Means of Travel 




Mi 



5>> 



I 
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By Car 
By Train 



By Coach 



By Bus 



Tell a tutor approximately what number of tourists travelled to the camp by coach. 



You cgn use this for Numberpower Foundation Unit 7 Element 1 (B) 
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Filling In a Bus Pass form 



TRAVEL 



Skills you need before you begin: 
• Reading forms. 



Here is a form to get a bus fare pass. 
It is not a real form, but it is like the ones used by most bus companies. 

Before you start make sure that you can: 

• read all the words on the form 

• understand all the words on the form 

• spell all the words you have to write on the form 

• write clearly. 

When you are ready, tell a tutor what you need to fili in. 




Special Bus Pass Application Form 

Please use block capitals 

FULL NAME: 

TITLE: 

ADDRESS: 

POSTCODE 

DATE IF BIRTH \ 1 L- j- ' ' -| 

AGE LAST BIRTHDAY — 

NATIONAL INSURANCE QZO—i-J— ^l-^ 
NUMBER 

DATE OF APPLICATION: 

SIGNATURE: 



You can use this for Wordpow^ Foundation Unit 3 Element 1 (A or B) . 7^ 



ERIC 
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Reading a bus timetable 



TRAVEL 



Skills you need before you begin: 

• Reading simple timetables. 

• Reading and understanding 24 hour clock times. 



Here is a timetable of buses that go from Victoria Coach Station in London to seaside 
holiday resorts in Devon. The seasonal Saturday service number is 686. 

It is port of 0 real brochure from Notional Express Ltd. 




686 



TORBAY 



DEPART: Saturday from 1 1th May until 28th September (inc.) & Friday 24th May & 4th October 
ONLY 

LONDON, Victoria Coach Stn 0800 

Refreshment break en-route ^ 

Exminster, Bus Stop, Village Hall 1205 

Kenton, The Triangle 1208 

Starcross, Rail Stn 1210 

Dawlish, Beach Managers Bus Shelter, The Green 1215 

Teignmouth, Coach Stn 1225 

TORQUAY, Coach Stn 1240 

Paignton, Bus Stn 1250 

Brixham, Bank Lane 1305 

RET|;rN: Saturdays from 1 1 th May until 28th September (inc.) & Friday 24th May & 4th 
October ONLY 

Brixham, Bank Lane 1400 

PAIGNTON, Bus Stn 1415 

TORQUAY, Coach Stn., Lymington Rd 1425 

Teignmouth, Coach Stn. 1440 

Dawlish, Corner Shop, The Green 1450 

Starcross, Rail Stn 1455 

Kenton, The Triangle 1457 

Exminster, Bus Stop, Village Hall 1500 



1 . If you are going on holiday to Paignton, at wliat time does the bus arrive at the Bus 
Station? 



2. At the end of your holiday in Paignton, what time does the bus leave the Bus Station 
to come back to London? 



You can use this for Numberpower Foundation Unit 7 Element 1 (A) 
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Getting information from a table 



TRAVEL 



Skills you need before you begin: 

• Reading tables of information. 

• Working out discounts. 

• Multiplying money amounts. 



Below is part of o brochure about Discount Coach Coras, issued by 
National Express Ltd. 




You can apply for a 
card if you are aged 
16 to 23, or if you are 
a mature student in 
full time education. 
You get about 30% 
discount off standard | 
fares for a full year. 
In 1991 the card 
cost £5. 



^-sB^ for just £5.00! 




Nal.OnoiEiDressona 
S'Sfer COmoonvCoieoon.On 
Express ODerote doify 
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irOU« CARD ON YOU« FIRST TRIP! 

£5.00 
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1 . How much will the fore be from Manchester to Bournemouth if you have got a 
Discount Coach Card? 

2. How much is the Normal Adult Economy Return Fare from Aberdeen to 
Birmingham? 

3. How much would you save by having a Discount Coach Card if you dia a trip from 
London to Bristol once a month for a year? 



You can use this for Numberpower Stage 1 Unit 6 Element 1 (A) 



BEST COPY AVAILABLE 
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Reading a Car Buyer's Guide 
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Skills you need before you begin-. 

• Reading tables and charts to get information. 



PRICE GUIDE 
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Fiesta Popuiv 3 dt 
Fiatta 1 1 Pop Plut 
Fittia I } Pop Plus S di 
FitsM 1 8 Cietei Pop Piut 
Fitm 1 UX 3 di 
F:ttia I I U S di 
Fittta M LX b d> 
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Fittu 1 4 6l«ia B di 
Fittu 1 6 S 
Fittu XR2i 
Fittta RS Turbo 
bcon Pop 1 3 3 d> 
tacao Pop 1.3 5 A 
bcon V3LX Z it 
lK$t\ 1.3U( S d( 
bum l.3r<U( &•* 
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Escart 1 4a }•« 

bean I.MtX S« 
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bead 1.IUS* 
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bead 1 S Cakfio 
bead 1.10 Pop 3 6i 
Eicad l.iatX Pop 3 dt 
Escad 1.10 Pa* ^di 
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bead 1 10 SIX S dt 
bead 1 10 GiHa 
bead 1 3 Paf Ett 
bead 1 3 U Ett 
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bnd 14 LX bt 
Eaud 1 4 GLX Eft 
Euod 1 i U Est 
Escad 1 8 GLX Est 
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Oritn 1.3 LX 
Orioa 1.3 GLX 
OiM 1 i Ghia 
Oriea 1 4 IX 
Orian 1 4 GU 
Orion 1.4 Ghia 
OriMi II IX 
Oriea 1.1 GLX 
Orioa 1 f Gkia 
OriOff 1 6 EFi Gkia 
Orioa 1 I DLX 
Orion 1 8 DGLX 
Orioa 1 1 D Gbtt 

Siarra^Sappltiit 1 6 
Siani/Sappbirt 1 8 LX 
S(VTa/Sa#pl)t(t M GLX 
Sim/Sifffkira 2 0 LX 
SiMn/Sapfhira 2 0 GLX 
SiMn/S«f«ft»a 2.0i GLS 
Sitn*/S*#*hift 2 Oi Ghia 
SiBira XR 4i4 
Sram 1 1 Lyjtr bt 
Slant 1 1 X Ett 
Sitna 1 1 GLX Ett 
Sitna 2 0 GLX Ett 
SiMn 2 Oi Ghia bt 
S(Mn 2 Oi Ghia 4i4 Ett 
Gr«M4a 2 0 IX A,j dt 
GrMa4«2 0«eLX 4/5 dr 
GrMiWa 2 Oi Gh« 4/5-* 
GrMa4« 2I( Ghia 4/5- i« 
Craw^a 2 Si Scorino 



f6590 

£77*4 

£8092 

£8541 

£8582 

£8930 

£9999 

£9379 

£9726 

£1910 

£9380 

£9074 
£1(Ke6 
£11730 

£8122 

£84«0 

£9308 

£96(5 

£9472 
£10341 

am 

£10125 
£10015 
£10974 
(10421 
£10382 
£11271 
£14622 

£8961 
£10166 

£9338 

£10523 
£104«4 
£11373 
£9195 

Cloaao 

£10392 
£10»U 

£11005 
£11134 
C1 1301 
£12(90 

noos3 

£9951 
£9650 
£11058 
f10411 
£10463 
£11669 
£10707 
£10760 
£11965 
£12333 
£10810 
£10862 
£12068 
£10207 
£11463 
£11444 
£12097 
£12078 
f 13222 
£15347 
£19015 
£11198 
£12455 
£12435 
£13069 
£16338 
£11201 
£11148 
£17514 
£19045 

ni3i7 

n73l2 



86 W5 
92 14 2 
92 14 2 



(02 10 6 

94 14 1 

94 14 1 

92 14 2 

102 10 6 



93 

118 81 

130 7 7 

» 16 4 

96 16 4 

96 164 

96 16 4 

96 16.4 



103 13 7 

103 13 7 

103 13 7 

103 13 7 

110 118 

110 116 

110 118 

115 104 

94 111 



18 
181 

■181 
181 
181 
173 
17 3 
17 3 



103 14 6 

103 14.1 
110 12 3 
110 12 3 
110 12.3 

93 19 2 
97 17 2 
97 17 2 
97 17 2 
96 14 3 
96 14 3 
96 14 3 

110 12 1 

110 12 1 

110 121 

115 11 1 

94 18 9 
94 18 9 
94 IS 9 

104 12 0 
m 114 
106 114 
114 10 0 
114 100 

116 94 



109 IIS 

109 115 

109 10 2 

116 9 6 
122 9 2 
lis 109 

117 106 
117 108 
127 112 
127 112 



46 3 61 4 

46 3 61 4 

46 3 61 4 

48 7 70 6 

46 3 65 7 

46 3 65 ? 

32 8 54 3 

48 7 70 6 

48 7 70 6 

46 3 65 7 
32 8 54 3 
32 1 52 3 

28 5 49 6 
2S 9 42 8 
39 2 57 6 
39 2 57 6 
39 2 57 6 
39 2 57 6 
39 2 S7 6 
39 2 57 6 
31 7 49 6 
31 7 49 6 
31 7 49 6 
31 7 49 6 
3b 7 SO 4 
3G 7 504 
30 7 504 
21 0 47 1 

47 1 87 3 
47 1 67 3 
47 1 67 3 

47 1 67 3 

47 1 67 3 

01 67 3 
36: 565 
34 9 M S 
31.9 56.5 

30 1 48 7 
301 «7 

29 4 49 S 

2 9 4 49 6 

29 4 43 6 
441 65 7 
39 2 57 6 
39 2 S7 6 
39 2 57 6 

31 7 49 6 
31 7 49 6 
31 7 49 6 

30 7 50 4 
30.7 504 

30 7 SC4 

28 0 47 1 
47 1 67 3 
47 1 67 3 
47 1 67 3 

31 7 51 4 

29 7 47 9 

29 7 47 9 
26 6 48.3 
266 463 
26 2 43 5 
26 2 43 5 
11 5 36 7 

30 7 46 3 
304 47 9 
30 4 47 9 
26 9 4S 6 
25 9 48 7 
11.1 33.2 
215 514 
25 4 42.1 
25 4 42 8 
195 404 
195 404 




If you are thinking of buying o new car, you may 
need information on price, performance, 
and petrol consumption before you make your 
final choice. 

This is part of a Car Buyer's Price Guide, published in a 
local evening newspaper, which gives just this 
information. 

It is set out in the form of a table, with a key to 
explain the symbols used. 

The information supplied only applies to brand new 
cars, because second-hand cars will not perform as 
accurately as they did when brand new. But the 
information is a useful guide, even if you are 
thinking of buying second-hand. 



You want to buy a Ford car which has a low fuel 
consumption rating , based on Deportment of 
Energy stotisitcs. 

You ore prepared to spend up to £9,500 . 

You would like a choice of at least 4 models to 
select from. 

You need to know how much each one will cost, 
and what its fuel consumption a 56 m.p.g. will be. 

Write a list of Ford cars which meet these needs, 
showing model, price and fuel consumption figures 
at a steady 56 miles per gallon. 

@ Nottingham Evening Post 



You can use this for Wordpower Stage 1 Unit 2 Element 3 (C) 
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Choosing a credit option 



TRAVEL 



Skills you need before you begin: 




Comparing credit interest rates (APR). 

Reading tables of information. 

Selecting the best buy from a range of credit options. 



Below is an advert showing different credit options to buy o brand new Metro 
Advantage cor. 

It gives 5 different finance options to choose from, each with a different APR (Annual 
Percentage Rote), deposit and/or port-exchange amount amount of and charge for 
the credit, number and amount of monthly repayments and total amount payable. 



CONFUSED ABOUT 
PRICE CUTS? 



CHOOSE FRO" 
TME5EF,NA^.CE OPTIONS 



15.3%APR. 




ON THE «0A0 HHi*-t 
0£POS»' OR «• » 

4a MONTHLY PAtMEN'S 
-►.*RGe fOfiCfitO.T 
, ^Q TAL ArtOUHT PAYABLE 

1 0%APR 



V,£TRO 1 1 ADVANTAGE 



ON TH£ fiOAO rM<v.T 
DEPOSIT OR P» 



£633600 
C316«00 

A-OUNTOFCREO.t 
,2M0NTML1PATM£NTS " 
CKAROeFORCREOn 

TOTAL AMOUNT PA v ABLE 



7.9%AP5_ 



£6 336 SAYS IT ALL 

ON THE ROAD ^^^f-* 

AND FOR JUST^685 

DEPOSIT 

YOU CAN 
DRIVE HOME 



ON THE «0a0 P««CE 
OEPOSJT 0« P'X 
AMOUNT Of CREDIT 
2AMOHTHLT PAYMENTS 
CHARGE fO« CREDIT 
TOTAL AMOUNT PA> ABLE 



ON THE ROAD PRICE 
DEPOSIT OR P« 
AMOUNT OF CREDIT 
laMONTMLT PAYMENTS 
CHARGE rOR CREDtT 
TOTAL AMOUNT PATABLE_ 



ON THE ROAD PRICE 
DEPOSIT OR P-X 
AMOUNT or CREDIT 
36 MONTHLY PAYMENTS 
CHARGE FOR CREDIT 
TOTAL AMOUNT PAYABLE 



C6136 00 
C2090 6e 
C4245 12 
Ct42 32 
C87B 73 
C7214 73 



You hove o cor worth £2,000 that you wont to use in port-exchange against o new 
Metro Advantage. You also hove savings of £500 to use as a deposit. You car only 
afford monthly repayments of up to £1 60 per month. 



ERIC 



Explain to o tutor which finance option woud be the best for me to choose with the 
amount of money you have to spend, explaining why the other options are less 
suitable. 



172;/ 



Skills you need before you begin: 

• Reading for information. 

• Reporting on information. 



Getting your vehicle registered 




When you buy a car motorbike or other vehicle, you must get it registered in your name. 

The Department of Transports licensing centre, the DVLC, needs up-to-date 
information on all vehicles on the rood in Britain and their owners. 

When you buy a vehicle, you should be given the Vehicle Registration Document V5 

along with any other documents like MOT certificate, service log book, etc. 

If the vehicle is second-hand, the person who sold it to you should: 

• fill in the bottom port of the document - the Notification of Sole or Transfer 

• send it to the DVLC in Swansea 

• give you the rest of the Vehicle Registration Document V5. 
As the new owner, you should: 

• fill in the section on the bock of the document with your own personal details 

• send the whole document off to the DVLC in Swansea. 

In time, a new Vehicle Registration Document V5 will be sent to you, showing your name 
and address as the new owner. 

You will also receive a copy of the information leaflet shown on the back of this 
worksheet. It has more information about the Vehicle Registration Document V5. 

Read the information on the next page carefully and fhen tell a tutor: 

1 . What should you do if you find that your address is incomplete? 

2. What should you do if you sell your vehicle to a scrap dealer? 

3. If you wanted to get in touch with previous owners of the vehicle, how could you 
get information about them? 




Getting your vehicle registered 



TRAVEL 



m 




Your Vehicle Registration Document tV51^ JNSn 
Information Leaftet 

• Please read this leaflet carefully arjd keep it with your 
Reg.suat,on Oocu:nent m a sale place. 
Please check all the details on the Registrat.on 
Documontand tell the Centre as soon as poss.ble ,f 
anything ts jncorrecl. 

• Nama and Address 

Pleasecheckthatyournameandaddressarecorrcc on 

1 6oc^^^ mistakes, send .t to 

DVLC?lw"nsea SA99 lAR. with a letter say.ng what -s 
wrong. - _ 

„«t <;pnH it back if >t Contains only part of your 
° Hr?hi<^ is because the correct full postcode was 
postcode.Th,s.sbecause^^^^^ ^^^^ ^^^^ document 

ToTlt^TJsVZ your postcode should be and we 
will correct it then. 

arrangements with the Post Of.ice. 
• Vehicia Detaili 

taxable weight are not always shown. 

-j^=r.r";Ta:,cfrs";heTC-.ot 

match the full descriptions. 

on a plate near the engine. 

• Number of Former Keepers 

Ifaveh.clewasregistercdbcforel October 197Anrvvas 

'loV^ewwhen .t'was ^-,^-^;^--^3;^^:r.c nel 
former keepers is counted from tnc date on w c 
con7ra .sed record was set up. Vou may ootd.n . / 
rvallable details of ^revic-.s reg.ster.d keeper, by 
wr.t.ng to DVLC. Swansea IAN. 
PLEASE TURN OVER 




If VOU uvLC 3[ Once. 

•sen or transfer the vehicle 
cornpiefethetPar , 

"Of do this vou r^^^^'^^^^°"o^oftheVS 
^eh,c/e-s later use '""^^'^^ enquLc ,k 

.heye'4re"''''^---n..c:-;-ro;-::3r.i- 

Xre''^:::r;rr--o.eh,c,e 

"rapping ,f yoC h." '^'^ °' 'he V5 „„, 

'°P part ?o rhTrf'ear"'"" "'-'ear^offt ."^S"'"^^" 
;-an,..ea.,%tTe?e°.i^re"" - ^-'c^tr^^^^ 

#Si2SB?^^"^^-tP^r-° 

C°";'""«-onnun,b.r 

^tH?r-c:1^--e.non. 
Unir. DVLC ®"^"'^«es. wrire fo fh u ''"^^^^'^d. 



Remember: 

Check deta/ls and tell 
^^LC Of any Changes 



Cl000005-.r J,j.o 



ERIC 
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Reading a table of information on drinlc 
and driving 




Skills you need before you begin: 

• Reading tables of information. 

• Reporting accurately on information given in tables. 

The information given below is oil about Alcohol end the Law. It comes from a 
supermarket leaflet on Sensible Drinking. 

It is important that anyone driving a vehicle understands clearly: 

• the low on drinking and driving 

• the alcohol content of 
common drinks 

• the effects that alcohol can 
have on men and women. 



Look carefully at this table 
of information: 



THE RISING SCA'.E OF ALCOHOL 



Either write OR 
report to your tutor: 



Units of 
alcohol 


Bloodalcohol levels 
(mg/lOOmI) 


Effect on a normal weight man 


Upto2 


Up to 30 


w>eeftulness, increase in self-confidence 


2 


30 


'wreased risk of having an accident 


3 


50 


usually Increased happiness but signrfi- 
cantlyimpaired judgement 


5 


80 


LOSS of driving licence if caught 


10 


150 


Slurred speech, loss of seff-control 


12 


200 


inabtlityto walk stralghtioss of memory 


18 


400 


Oblivion, maybe coma 



1 . What effect would you expect to see on a normal weight man after drinking 5 pints 
of beer? 

2. What would his blood alcohol level be? 

3. What does the law regard as the minimum blood alcohol level to be 'over the 
limit'? 



You can use this for Numberpower Stage 1 Unit 6 Element 1 (A). 



ERIC 
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Planning your trip to France 



TRAVEL 




^jjp Skills you need before you begin: 

• Reading maps. 

• Planning routes. 



You have decided to go to France for a holiday. You are travelling by car. 
You need to plan your route by road and ferry. 

Read the advert below for Sealink Channel crossings. 

Get a road map of Britain, 



Plan a route froin your home town to 
one of the French ferry ports, you will 
need to include in your plan: 

• starting point and destination 

• road/motorway numbers 

• directions, eg. north, south, left, right 

• and key landmarks on the way 

• approximate distances or time 
needed to make the journey 
(allow 2 hours for the ferry crossing) 

• names of major towns and cities 
passed through. 




You can use this for Wordpower Stage 1 Unit 2 Element 2 



ERIC 



BEST COPY AVAILABLE 



212-i 
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Changing cash into foreign money 



TRAVEL 



Skills you need before you begin: 

• Finding out information. 

• Working out currency conversions. 

• Working out percentage commissions. 




If you want to go abroad on holiday, you will need to buy some foreign currency. 



Banks advertise their 'exchange rates' as buying and selling rates. 

These are the current rates that they buy and sell each foreign currency to businesses 
and the nublic. The rates change frequently, sometimes daily. Their buying rate is 
always higher than their selling rate, because they need to make their profits when they 
buy currency from you. 

So, for example, if you if you want to buy some French francs from a bank they would sell 
them to you at a rate of, say, 9.70 FF (French francs] per £1. 
For £1 00, you would get 970 FF. 

If, at the end of your holiday, you have some francs left over, you could take them back 
to a bank in Britain, and they would buy them from you at a rate of, say, 10.20 FF per £1. 
So, your 970 FF would only be worth £95.1 0, after you had sold them back to the bank! 

This is one of the ways that banks make profits. 

They can also make money by charging you a commission w'^en you buy and sell 
currency. Sometimes the commission is a standard fee, say £5 per transaction. 
Sometimes it is a percentage of the amount, say 1%. The commission is deducted from 
the amount, before the cash is handed over to you. However, some banks don't charge 
a commission at all. 



1 . Find out from a bank what today's buying and selling rates are for French francs. 

2. Find out if the bank charges a commission, what form of commission it is, and what 
it will cost you. 

3. Work out how many francs you would get at today's rate for £1 00, including any 
commission. 

4. Work out how much you would get if you wanted to change back 80 francs into 
English money, including any commission. 

2, J 
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Sharing the cost of your holiday travelling 
expenses 



TRAVEL 




Skills you need before you begin: 

• Totalling costs without a calculator. 

• Sharing costs by dividing without a calculator. 

• Making paynnents. 

• Checking change. 



You and 3 friends decide to go to France for a week's camping holiday. 

Rather than go by train, you all prefer to drive over in one car. 

You decide to have a 'kitt/ for travelling expenses, with each person putting in an equal 
share to cover costs. 



Before you leove, you work out the main costs 




You may use a calculator. 

1 . Work out the total travelling costs. 

2. How much Is each person's share of the costs? 

3. Show a tutor how you would pay the bill for the car ferry ticket, using notes/coins or 
a cheque. 

4. If the tutor gives you any change, Is it correct? 

5. If It is wrong, what should it be? 



You can use this for Numberpower Stage 1 Unit 1 Element 3 (B). 
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Writing an ^argument' essay 

2 questions both to be checked by tutor. 



Making an Hotel Booking 

2 questions both to be checked by tutor. 



Answers 




Writing off for a brochure 

1 question to be checked by tutor. 

Planning a route by rail 

2 Questions both to be checked by tutor. 

Complaint letter to British Rail 

Form to be checked by tutor. 

Reading a pie chart 

Approximately 50 tourists. 

Filling in a Bus Pass form 

Form to be checked by Tutor. 

Reading a bus timetable 

1. 12.50pm. 2. 14.15pm. 

Getting Information from a table 

1 £23.00 2. £47.50 3. £60.00 

Reading a Car Buyer's Guide 

Must include 

Fiesta 1.8 Diesel Popular Plus £8,541 - 70.6 mpg 
Fiesta 1.8 LXD 3 door £9,379 - 70.6 mpg 
Escort 1.8 D Popular 3 door £8,981 - 67.3 mpg 
Escort 1.8 D Popular 5 door £9,338 - 67.3 mpg. 

Choosing a credit option 

1. 13.8% APR is the best option. 

Getting your vehicle registered 

1. Return V5 to DVLC. Swansea 5A99 1AR with a letter saying what is wrong. 

2. Complete section 2 on back of V5 form and complete tear-off slip. Give top part of form V5 to 
dealer. Send slip or amended V5 form to DVLC Swansea 5A99 1AR or write to this address quoting 
vehicle registration number. 

3. By writing to DVLC, Swansea 5A991AR. 

Reading a table of information on drink and driving 

1. Slurred speech and loss of self-control. 2. 150mg/100ml. 3. 80mg/100ml. 
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Answers 



Planning your trip to France 

1 question to be checked by tutor. 

Changing cash into foreign money 

4 questions to be checked by tutor. 

Sharing the cost of your holiday travelling expenses 



T R A V EL 




1. £229.80. 2. £57.45. 
4. To be checked by tutor. 



3. To be checked by tutor. 
5. To be checked by tutor. 
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Forms 

• Filling in a motor Occident form - 
WP, Stgl 

• Reading a form for Non-Taxpayers 
WP. Fdn 



Letter Writing 

• Letter of complaint to a Head Office 
WP. Stg 1 

• Writing a covering letter WP. Fdn 



Numeracy 



Planning a Weekly Budget - NP, Fdn 

Planning a Monthly Budget ■ NP, Stg 1 

Selecting the best Savings Account ■ 
NP. Stgl;WP Stgl 

Writing a cheque for the Telephone 
Bill - NP. Fdn 

Planning a vis't to the Bank using the 
new opening ; .ours - NP. Fdn 

Reading a repayment table for a car 
loan 

Adjusting an estimated electricity bill 

Calculating the interest to pay the 
Pawnbroker 



Access Skills ! 

• Request for a car insurance quotation l 
-WP.Stgl ! 

• Using a telephone directory to find } 
addresses and telephone numbers 
for Benefit -WP. Stgl 




PERSONAL 
FINANCES 




• Reading about Store cards - 
WP. Stg 1 

• Reading a magazine article on 
budget tips WP.Fdn 

• Comparing two different Current 
Accounts 
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Planning a weekly budget 



PERSONAL 
FINANCES 



Skills you need before you begin: 

• Understanding of pounds and pence. 

• + - money amounts up to £1 50.00. 



Jane works as a clerical assistant and lives at home with her parents. 
Her weekly budget looks like this: 






hlLLILldy 
FlBJiIlFI 



Spendina Monc\ 
£22.00 



Board 
£60.00 



Savines 
£20.00 




Transport 
£14.00 



Clothes 
£8.00 



Add Jane's financial commitments together to find out her weekly take home pay. 

You may use a calculator. 

Jane has just had a pay rise of £1 5.00 per week. 

Make up Jane's new weekly budget in the same format as above. 



You con use this for Numberpower Foundation Unit 2 Element 2. 



ERIC 
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Planning a weekly budget 



PERSONAL 
FINANCES 



Make up Jane's new weekly budget: 
You may use a calculator. 





You can use this for Numberpower Foundation Unit 2 Element 2. 



ERIC 
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Planning a monthly budget 



PERSONAL 
FINANCES 



Skills you need before you begin: 
• +- money amounts up to £1,300 



Mr and Mrs Hassan live with their three young children in a rented house. 
They both work full time and their joint take-home pay is £1,250 per month. 

Prepare a monthly budget for the Hassan family of 5, using the following headings as 
guidelines. 

Check your amounts tally with the total monthly income of £1 ,250 




Total Monthly Income £1,250 

Rent 
Food 
Electricity 
Gas 

Insurance 

TV rental 

Telephone 

Travel 

Holidays 

Car 

General Repairs 
Savings 

Charges made by 
local government 

TOTAL £ 



You can use this for Numberpower Stage 1 Unit 3 Element 1 . 
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Reading a magazine article on budget tips 



PERSONAL 
FINANCES 




Skills you need before you begin: 

• Reading magazine articles. 

• Reporting on the key points. 

• Expressing ideas. 

Magazines often give tips on ways to save money. 



This article suggests a variety of v^ays to cut dov^n on spending and also to check your 
payments to creditors. 

Read the article carefully, 



BUDGET TIPS 



comtort spending and save money 
. work ouwour monthly expenses. 
You must include everything 

T^Mow look to see where you can cut 

consumption would make a 
considerable difterence. 
. At work, check that you have the 
nght tax code on your pay slips. 
. It you do get behind with your 

budget scheme. 

elsewhere. 

• The Citizen's Advice Bureau IS 
llKto help anyone who .s.n 

trouble with money 
Telephone: 071 -833 21 81. 



Now tell a tutor: 
Section A 

1 . How could you cut down on your 
spending? 

2. Why it is advisable to let your creditors 
know sooner, rather than later, if you fall 
behind with payments? 

3. Who could you contact if you ran into 
financial difficulties? 



Section B 

4. Write down at least two of your ideas 
showing how the media today 
encourages people to spend money. 



You can use this for Wordpower foundation Unit 1 Element 1 (A). 



You can use ttiis for Wordpower Foundation Unit 4 Element 2 (A). 
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Reading a repayment fable for a car loan 



i 



PERSONAL 
FINANCES 




Skills you need before you begin: 
« Reeding tables of information. 
• Adding and multiplying. 



Many people consider a loan from a bank or building society when buying a car. 
The chart below is typical of loon repayment tables available. 

Explanation of Terms. 

A.P.R, means Annual Percentage Rate of Charge. 

When the AP.R. is fixed, that means your monthly repayments remain the same 
throughout the period of the loan. 

CoverSure Gold Premium is an optional payment each month. CoverSure will pay your 
monthly repayment should you suffer from illness, accident or reoundancy. Most 
lenders offer a similar service. 

Loan Repayment Table APR 26,9% 



You want to 
borrow between 
£3,000 and 
£3,500 to 
purchase a 
car. 

You may use a 
calculator. 



AMOUNT 
OF LOAN 


MONTHLY PAYMENT 


12 
MTHS 


24 
MTHS 


36 
MTHS 


48 
MTHS 


60 
MTHS 


e 1.000 


Monthly Instalment 
CoverSure Gold Premium 


94.59 
6.24 


52.90 
4.65 


39.26 
4.50 


32.64 
4.60 


26.80 
5.37 


ei.500 


Monthly Instalment 
CoverSure Gold Premium 


141.88 

9.36 


79.35 
6 97 


56.90 
6.75 


48.95 
7.19 


43.20 

8.05 


ea.ooo 


Monthly Instalment 
CoverSure Gold Premium 


189.18 
12.47 


105.60 
9.29 


76.53 
6.99 


65.27 
9.59 


57.61 
10.74 


e2.500 


Monthly Instalment 
CoverSure Gold Premium 


236.47 
15.59 


132.25 
11.62 


96.16 
11.24 


81.59 
11.99 


72.01 
13.42 


E3.000 


Monthly Instalment 
CoverSure Gold Premium 


283.77 
1671 


156.70 
13.9-; 


1 1 7.79 
13.49 


97.91 
14.39 


66.41 
16.10 


E3.500 


Monthly Instalment 
CoverSure Gold Premium 


331.06 
21.83 


185.15 
16.26 


137.43 
15 74 


114.22 

16.79 


100.81 
16.79 


E4.000 


Monthly Instalment 
CoverSure Gold Premium 


378.35 
24.95 


211.60 
16.59 


157.06 
17.99 


130.54 
19.19 


115^1 
21.47 


E4.500 


Monthly Instalment 
CoverSure Gold Premium 


425.65 
28.07 


236.05 
20.91 


176.69 
20.24 


146.86 
21.58 


129.61 
24 16 


E5.000 


Monthly Instalment 
CoverSure Gold Premium 


472.94 
31 19 


264.51 
23.23 


196.32 
22.49 


163.18 
23.98 


144.01 
26.64 



Calculate how much a loan of £3,000 over 36 months would cost you in total, 
la. Without CoverSure lb. With CoverSure 



ERIC 



Calculate how much a loan of £3,500 over 60 months would cost. 
2a. Without CoverSure 2b. With CoverSure. 
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Request for a car insurance quotation 



PERSONAL 
FiNANCES 



Skills you need before you begin: 

• Asking questions in a sensible order. 

• Giving and getting information. 



You hove just bought a cor, a second-hond Allegro 1.3 from the ^Classified 
Advertisements' column in your locol newspaper. 

Here ore the details. 





ALLEGRO 1 .3 4-door, 1 981 . 
One year's MOT, 6 months 
road tax. 15,000 miles only. 
Excellent order, £875.00 



You will need to insure the vehicle before you drive it and you decide to ring round 
three insurance companies to ask for quotations, this is the first one you choose. 



The Minster Insurance Co. 

24 Bridge Road, Dewsburv 
Tel: 0801 67341 



I 



Either use a telephone or role play with your tutor, requesting a quotation for your 
Allegro 1.3. 



You can use this for Wordpower Stage 1 Unit s Elemenf2. 



ERIC 
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Writing a covering letter 



PERSONAL 
FINANCES 



Skills you need before you begin: 
• Writing formal letters. 




A covering letter is a short formal letter of introduction or explanation attached to 
another document e.g. a report, an invoice, a cheque, or a form. It is useful to keep a 
copy for your ov/n reference. 



Here is on example. 



24 Gainford Road 
Aycliffe 



Enrolment Secretary 
Brookside College 
Aycliffe 



24/9/91 




Dear Sir, 

form for course no.451^b ^^^ ^^^ 
together w,th cheq ^^^.^^ 

I look for>A/ard to receivmy 
ation that my appl.cat.on has been 

accepted. 



Yours faithfully 
Jean Brown 



The Minster Insurance Co. 

24 Bridge Road, Dewsburv 
Tel: 0801 67341 " 



5 Co. 



A/leg; 



Write a covering letter to the Minster Insurance Company giving your reference 
number, stating you enclose a cheque (state the amount), for the insurance of an 
Allegro 1.3. 



You can use this for Wordpower Foundation Unit 4 Element \ (A) 
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Filling in a motor accident report form 



PERSONAL 
FINANCES 



Skills you need before you begin: 

• Writing a short report. 

• Filling in form. 




Read the article. 




On a snowy Christmas Eve, driving home from work you drove through the busy 
Town Centre along South Street. The car radio was on, the 6 o'clock news just 
finishing with the severe weather warnings, there was to be another snov\rfall that 
evening. 

Being a built up area the speed limit was 30 mph and you were driving ot a steady 
15-20 mph. 

A van turned out of Chapel Street, without 
any signals, and crashed into the 
passenger side of your vehicle. 

Mrs Cook, who lives at 24 Station Road, 
Borchester, was at the junction of Chapel 
Road and South Street, and saw exactly 
what happened. She volunteered to be a 
witness. 

A local shopkeeper telephoned the police and five minutes later PC 49 Dixon, 
from Downsview Police Station, was at the scene of the accident. 

It seemed quite clear to you that the driver of the van was to blame, your car had 
right of way along South Street. However, the van driver (who was angry and 
argumentative] suggested that you were driving too fast for the poor road 
conditions. 

Having heard all the evidence, PC Dixon accepted your story and advised that he 
did not expect any summons would be issued against you. 

In order to receive your insurance money for repairs to your car, you need to moke 
a claim to your Insurance Company. You will need to a Motor Accident Report 
Form. Opposite is part of a real form. 



South Street 



I 



ERIC 



Using the article, complete the form of 'Accident Details'. 



You can use this tor Wordpower Stage 1 Unit 4 Element 1 



35 



PERSONAL 
FLNANCES 



Filling In a motor accident report form 




ACCIOErJT DETAILS 

Daio ano i-m** o' rtC i«o 

LOCalrf^n (SifCO! C fO.» : ■ Hi I 

If vgs q.v<* nariH- ano ftumoo* CoosMi'-o an<j aaare<>s 
of stai.o- 

Mav^ vOo riict'^vO nn, SuTimcjns o' fxOliC* f.i lolfnItOr tc 

Nanieis- ana aaore'ivi**; .i'»v A.ineiv 
1 <Ck DOx on fiQni nana Sidi* it wiin<';>s 
was a passenqer in iOu' vetuci 



SkE T{:m Pi an Pi vast- -Os.-^ !■ 



■ Vv Oin o' fCriG 



Conimoe overlp^l .t nt'CeSS.i'- 



t)- inc oo*>.iion ol an oariios ai ino umc ot trie accidoir 
d I T ne DOS'tion oi an ,- tCaO SKjns ot wrarnmq; 



I! 50 noA 

DECLARATION 

i/We declare Inst ihesc <feUiis are true m every rtap«ct and t/Wc ur>d«r»iand that the claim under My/Our policy may •Heci the No Ci«m Dttcount 
(cf applicable) 



&»anaiutf Daio 
FAILURE TO ANSWER ANY OUESTiOH MAY CAUSE DELAY 

WHEN COMPLETED PLEASE RETURN THIS FORM WITHOUT CEUV TD NORWICH UNJON. EITHER DIRECT OR VIA VOOR INSURANCE AGENT 

V* • • I ^-^a.^v V» - . 

'•MM A»MCial>«A ol IntiCh «n»ur 



2* 



O 

z 
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Planning a visit to the Banic, using ttie new 
opening tiours 



PERSONAL 
FINANCES 




™|g Skills you need before you begin: 

• Understanding hours and minutes. 



(^1 Most banks have now extended their opening hours to give the customer greater 
access. 



Below is port of a Notional Westminster leaflet about the new opening hours, from 
Monday to Saturday, 



Monday to Friday 



10 



10 



^ 6 5 



7 6 5 



All main Branches 
and some smaller Branches 
9am-4.3()pm Monday-Friday 



Saturday 



12 



10 



10 



Over 2(X) selected Branches 
will also be open longer from 
9.30am to 3.30pm 



You need to plan a visit to the bonk to withdraw some money. It is Thursday and your 
work finishes at 3.30pm. First you need to collect the children from school (allow 20 
minutes), do some shopping (allow 12 minutes) and then walk to the Bonk 
(allow 8 minutes). You then catch the 4.40pm bus home which takes 25 minutes to 
reach your house. 

1 . How many minutes will it take you from finishing work to arriving at the bank? 

2. At what time should you arrive at the Bank? 

3. Will the bank be open when you arrive? 

4. What time did you get home? 



ERIC 



You can use this for Numberpower Foundation Unit 2 Element 4 (A) 
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Comparing fwo different Current Accounts 



PERSONAL 
FINANCES 



Skills you need before you begin: 
• Reading for information. 




^ Banks and building societies offer a wide variety of services to their customers with 

Current Accounts. It would be worth shopping around to find a current account to suit 
you, before you make your final decision. 

Here are two examples of Current Accounts, one a Bank and the other a Building 
Society. 

Read the information about the two accounts carefully. 



THE NEW CURRENT ACCOUNT FROM THE HALIFAX 
ALL YOU NEED FOR EASY BANKING 

Good rates of interest on credit bala needs of £50 or 
more. 

Banking from Cardcash machines and from home 
5am till 2am every day of the week. 
Access to cash machines in LINK network. 

Withdrawals of up to £500 in cash everyday (at any 
Halifax branch). 

Switch Service a fast and effictent method off 
paying for goods and services. 

Guarantees payment of cheques up to £50. 

Overdraft facility at attractive rates. 

Maxim offers technology so advanced that you can 
bank from home. 

Maxim Home Banking can be used to: 
Check your balance 
Pay bills. 

Order a statement 

• Transfer funds from your Maxim account to other 
Halifax accounts. 



Hcnefils of an Ahhcy National 
Current Accouni 

Interest on your credit balance. 

No transaction charges or fees, even when 
you have an approved overdraft. 

£*^0 and £UK) cheque guarantee card. 

Cheques cleared in four working days. 

Abbeylink cash machine card so you can 
draw cash 24 hours a day. 7 days a week . 

Direct debit and standing order facilities. 

Statement available monthly or quarterly. 

Overdraft facility lets you borrow money 
by prior arrangement. 

Most branches are open 9am ~ 5pm 
Monday to Friday and Saturday 
mornings. Some branches stay open until 
4pm on Saturdays. 



«r] Tell a tutor: 

1 . Which features are common to both current accounts. 

Z If you are housebound which account would you be most likely to choose? 

3. If you have standing orders to pay each month, which account would be most 
suitable? 

4 Which account would suit you? Why? 
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Selecting the best Savings Accciint 



PERSONAL 
FINANCES 



Skills you need before you begin: 

• Understanding percentages in decimal form. 

• Comparing annual interest rates. 



You have won second prize in a 'Spotthe Ball' competition and received a cheque for 
£1,000. Instead of spending it, you decide it would be a good idea to save with a 
building society to build up a nest egg' (savings). 





The three Building Society 
saving accounts on the 
next page are for long 
term investments, using a 
lump sum of money. 



Read through the details of the three savings accounts on the next page. 

1 . Which building society savings aocount would you choose to get the best interest 
rote when investing your prize money? 



2. If you won £1 ,000 in a competition, what would you choose to do with the money? 
Write about your ideas on how to spend £1 ,000, 



You can use this for Numberpower Stage 1 Unit 2 Element 2 



You cqn use this for Wordpower Stage 1 Unit 4 Element 2 



Selecting the best Savings Account 



PERSONAL 
FINANCES 




£10,000 -£24,999 



11401 8 55!< 



£500 - £9,999 



10-65 L 7-99:/; 




C^lsea 

BUILDING SOCIETY 
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Reading a form for Non-Taxpayers 



PERSONAL 
FINANCES 



m 



Skills you need before you begin: 
• Reeding forms. 




From 6th April 1991, the system for taxing interest paid by banks, building societies and 
other financial institutions changed. 

If you are a non-taxpayer, you now have to register that you are not liable to income 
tax, by filling in a special Interest with no tax deducted Registration Form'. 



This affects mainty: 

• children under 16 

• students 

• some adults on low incomes 

• retired people. 



If you do not complete the form, you will have to 
apply to the Tax Office for a rebate. 

Read through the form on the next page carefully. 




Telle tutor: 



1 . o) If you hove o 1 4 year old son at school with o building society account, should 

you complete this form? 

b) Show the tutor which sections of the form should be completed. 

2. Where do you return the completed form? 

3. What should you do if the person named on the form is no longer oble to receive 
interest with no tax deducted? 



You can use this tor Wordpower Foundation Unit 3 Element ' 
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Reading a form for Non-Toxpoyers 



PERSONAL 
FINANCES 




m 



Interest with no tax deducted 
^ Registration form 



: child under 16 



■ Joint account / 



□ □ 



child's a- 



□ □ 



□ 




R85 (1990) 



I POS U5 ^lo] 



4. 
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Calculating the Interest to pay a 
Pawnbroker 



PERSONAL 
FINANCES 



■jjjg Skills you need before you begin: 
I • Calculating simple Interest. 
I • Adding money. 




(»Y1 Pawnbrokers exist to provide imnnediate small loans with interest in exchange for an 



item of value, usually jewellery. 
Read the article carefully: 




Janette needed some money urgently to make 
ends meet. It was only halfway through the month 
- already she was in the red at the bank , there had 
been all the bills to pay, and the expense of 
clothing, for the children. 

She decided to take her mother's gold necklace to 
the pawnbrokers. The pawnbroker examined the 
necklace carefully and agreed to give her a loan, 
based on its value. Janette accepted the offer of 
£80. 00 and handed over her mother's necklace. 

The pawnbroker stated his terms, £1 .00 for the 
ticket (valid for six months), and 5% simple 
interest per month, to be paid on redemption of 
the article. 

The pawnbroker assured Janette that he would 
keep her mother's necklace in a safe, for security 
purposes. 



Using the informotion obove: 
Use a calculator if you wish. 

1 . How much interest will be charged after two and half months, to redeem the gold 
necklace? 



What is the total amount payable to the pawnbroker, including the value of the 
necklace, the ticket and the simple interest? 



PERSONAL 
FINANCES 



Reading about Store cards 



Skills you need before you begin: 
• Reading for information. 




It'Je o'jrJS^?^^^ ° P^^^^'^al Account Card. 

Here are some statements to encourage vou to own a store cord. 



or uneniplm-mP"' , i,;;,,;, 

,,,^i.n.ivonracc<n,mi.«ce.n,wancl.ne...c,. 



'^^^i^^venm^ioy ^^^^^^^ 



FOR OPTION ACCOUNTS 
VourCredil Unit bv wMioumh^ iis ntid mnv in- 
varied m (nirfliviue you siacu (t;ivs \vrit!('H noUtt- Tli^ 
Mtf ol mleresl \\ ill v.jia" aacninm Iti Hit' nit'ilKui » 
pauncnt used and \n ill be as (f >!lou s 



tivDirccllHIn' 



MnnthK P.iMTirni^ 
hv(iih(rriu«iii- 
'kv- i.\PR 



cicKKlsaiut 

(ashiuul 
( dshSiib'.tiliih- 
kt'pavmHilsNMlilH'tAmondiK iMvinuiix<.(aM.mniiiniMiniM; 
.SS tir ^'^ nr (il llH' oiiMandmi! bauim c vshicliovti rs liu 
Imm Tlu- siaii'iiu-nN sou nxi-M- uill shn\\ (he Minmuirn 
Mini.mdllK'd.iU- mr rcp.uTiivii! 



• '"tfliir.. . 



10% Discount Weeks t^Mce a uar. Save pounds un 
some c»f ihe oesl lashion and hmw ideas aroiimr 

WMA (J^msilifoui^lioui !lie\ear 



STORECARD 



. '..■ •I 5^ rm Tm 



FOR BUDGET ACCOUNTS 

VotirCredillimif will he notified lovoij (nil:, and inavut 
\aried our uivintj \m se\en da\s writfeii nninv 
Kei)aun('nls\M|| beniadeonllie 1st m oft-ath niomh u\ 
direct dH)ii and \mI[ bv a Mininiiini Sum each month < .1 
one twcntyfounh (»t vour Credii Limi! 

liitt'risM\rlIiit',is!o||n\vs 

For eooos and Ser\ices 2.75=-.. (APR 1 . 

For CashandSuhsiuutes2 75='/. lAPR iJiO' 

••i/if/ ^ 



Sale Preview Evenings irir(.udi(nil ihc vcar ( ;udhnldcrs c« 
Jirsl nuk Ml s,!,. (.arcniis fliis u.u( tu-rs m hdp \(ni 



You can use this for Wordpower Stage 1 Unit 1 Element 1 (B). 




Letter of complaint to a Head Office 



PERSONAL 
FINANCES 



m 



m 
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Skills you need before you begin: 
• Wrifing formal letters of complaint. 



By law, goods must be of merchontoble quolity, which meons they must be reasonably 
fit for their normal purpose. If there is something wrong with what you buy, you should tell 
the seller at once. 

Read the following: 



You save up and buy your daughter her 
first pair of school sandals, which were 
expensive, being made of real leather. 

After only two weeks, the buckle broke on 
the right sandal. 




£24,99 



You decide to take the sandals back to the shop where you bought them, with the 
receipt, and ask to speak to the manager. You demand that you either have a full 
refund, or a new pair of sandals. The manager feels that with wear and tear on the 
sandal, he can only offer you 50% off the price of the new sandals, and he will not 
exchange the original sandals for a new pair. 

You feel so angry that you decide there and then to ask for the address of the 
Head Office to write a letter of complaint, stating your case. The address given was: 

Customer Care Department Sparks Shoes Pic, 10 Western Road, Stowerton, Suffolk 
ST14 6AA 



Using this information, write a letter of complaint to Sparks Shoes, Customer Core 
Department, stating your case, and what you expect them to do. 

Use your own address and today's date. 



You can use this for Wordpower Stage 1 Unit 4 Element 2 {A or B). 



45 



47 



m 



Using a telephone directory to find 
addresses and plione numbers for Benefits 



PER$ONAl 
FINAhlCIS 




Skills you need before you begin: 

• Using a telephone directoiy. 

Materials required: 

• Local telephone directory. 



Social Securily offers help with all benefits. On the next page is a list of the various 
benefits available and which department can be of help. 

To find the address and telephone number of your local Benefit Offices, you are 
advised to check in your local telephone directory. 



Using your local telephone directory, write the following addresses and telephone 
numbers: 





Employment Department of: 

Address: 

Tel. No: 




You can use this for Wordpower Stoge 1 Unit 1 Element 3.. 
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Using a telephone directory to find 
addresses and phone numbers for Benefits 



Where to get 
help or advice 



For advice 


Who can help 


Address or phone 


or help with/ 




number 


Social Security 







General Social 
Security advice 



freetine Sooai 
Secuntv (tree teteptione 
t*nQuify servfce 



Dial 0800 666555 



Enquiries about Sxf^iSeruntvnth:: 

any benefit or 

pension, National 

Insurance and 

claims for most 

benefits 



Cr*eckin iheonone 
nook under SOClAl 
SECURirrorHtALlHA 
SOCIAL S[uURlTY 
•addressed Dosiage 
oatd envelopes are 
i/aiiaDieirom pos' 
oitices) 



Leaflets and 
claim forms for 
benefits 

Housing Benefit 
and Community 
Charge Benefit 

War pensions 



Unemployment 
Benefit 



Income Support 
(for claims 
because of 
unemployment ) 

Child Benefit 
claims 



Family Credit 



Agency Benefits 
(NHS charges) 



Hospital travel 
costs 



iesueisUnti orSoci3i 


Write 10 the address on 


Secunti QfUce 


oage 52 or visit your 




Social Security oHice 


ynuriocat council 


Check in the phone oook 




■jnderihenameotvOur 




r/cai council 


'A'^r Pensioners WeiUre 


Ct^eckiniheDnonehoot- 




jnder SOCIAL StCUR'^ 




01 HtAnH& SOCIAL 




SFCURITY 


Cjreers otiue (for unaer 


C. ock'n'.ne prioneoook 


iSs) or Unempiovmenl 


';ndertr^e careers service 


Benefit oUicetuv ovef 


Of name ot voursocai 




L'ducaiion authority 


Itnempiovmenl Benent 


Check in the DhoneDook 


oiifce 


lor EMPLOYMtNl 




DEPARTMENT OF 


•y.iidBeneifi Centre 


DSS (Washington) 




Newcastle uDO" lyne 








OSS GoveiH'^onj 




R.j(idnas 




AarOrer K hui 








-'-•jr'nf.Y Bf^nr'il'. IJIV! 




'.,jMaylOrC HOUf,C 




? ! ^^ 












Free telephone advice service 

To get more information about 
Social Security benefits and 
National Insurance, there is a free 
telephone enquiry sen/ice - 
Freeline Social Sdcurity. Just 
dial 0800 666555. You will not be 
charged for the call. The person 
taking your call will not have 
access to your papers, but will be 
able to give you general advice. 



Advice in other languages 

Information on Social Security 
benefits is available in 7 languages 
- Chinese, Turkish, Hindi, Urdu, 
Bengali, Punjabi and Gujerati. Ask 
for leaflet FB22 in the appropriate 
language. 
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Skills you need before you begin: 

• Subtracting in lOOO's. 

• Multiplying using a decimal point. 



Adjusting an estimated electricity bil! 




Below is on example of a typical quarterly electricity bill. The bill states that it is Economy 
Seven prices. This means that there are two rotes charged: the day units (normal) ore 
7.35p per unit and the night units (low) are 2.68p per unit. In this illustration the ^presenf 
meter readings have an 'E' after the numbers, which denotes an estimated figure. 



In fact the present meter readings were as follows: 
day units (normal - 9193 
night units (low) - 1609 

To find the true cost of the bill you need to subtract the previous reading from the true, 
present reading, and then multiply the figures by the appropriate unit costs. 

By using the electricity bill and present meter readings, work out the following: 
Use a calculator if you wish. 

1 . The true cost of the day units. 

2. The true cost of the night units. 

3. Adjust the bill to its correct amount. 
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Writing a cheque for the telephone bill 



PERSONAL 
MNANCES 



■^Jp Skills you need before you begin: 
• Writing numbers in words. 



Below is a typical quarterly telephone bill from BT. 




British 

TELECOAX 



Telephone Account 



CHARGES FOR TELEPHONE SERVICE 



CURRENT CHARGES 

Rental-System 01/02/90 to ^O/O^/^O 
Rental-Apparatus 01/02/90 to 30/04/90 
Metered Calls - See Statement 
Itemised Calls - See Statement 
Total of Current Charges CExcl VAT) 
Value Added Tax at 15.00% 
Total of Current Charges C Incl VAT) 

Total Amount Due 



15,35 
3.50 
10 ,252 
21,954 
51.05 
7,65 



58.70 



58.70 



Make out a cheque to pay for the telephone bill 



TOWN BANK PLC 



: Pay_ 



19 



or order 



00-00-01 



000431 



■>'DC0^3i"' OG-Z'GD;': U7;GS73&u' 



Cheques made payable to British Teiecommuniations Pic. 
Check you have completed the cheque correctly: 

• the date • the name of the company you wish 

• the amount in words and figures 

• completed the cheque stub 



• your signature 



You can use this for Numberpower Foandotrcn"Unrt 1 Element 3 (D). 
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Answers 



PERSONAL 
FIN^ANCES 




Planning a weekly budget 

1. £124.00 

2. With £15 per week pay rise, £139.00. 

Planning a monthly budget 

Check amounts total £1,250.00. 



Reading a magazine article on budget tips 

1. Diet, smoking, drink, implement a strict budget 

2. May be able to negotiate a temporary freeze In payments. 

3. Citizens Advice Bureau. 

4. Shops offer credit facilities freely. Television and radio advertisements encourage people to spend 

Reading a repayment table for a car loan 

1. Without CoverSure £4,240.44 
With CoverSure £6,048.60 

2. Without CoverSure £6,048.60 
With CoverSure £7,176.00 



Request for a car insurance quotation TUTOR GUIDELINES 

Tutor - clerk at Minster Insurance Company 
Student ~ member ot public 

Suggested Format 

student - telephone insurance company 

Tutor - Minster Insurance Company, which deportment do you require'^ 
Student motor 

Tutor - Motor claims or new business deportmenf^ 
Student - new business 

Tutor - New business department, what do you require'^ 
Student - a quotation for a cor insurance 
Tutor - con I hove details on the following. 

• name, address including post code 

• moke and model of the cor 

• how many cc's has the engine 

• what the of cover - fully comprehensive third parly, fire and theft 

• named drivers 

• voluntary excess 

• no claim discount 

Tutor - quotation on the above facts is £120 would you like me to send you a proposal form 
Student - yes 

Tutor - name and address please 

Writing a covering letter 

Check student has written a covering letter. 

Filling in a motor accident report form 

Check Report Form has been understood and completed correctly. 
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Planning a visit to the Bank, using the new opening hours 

1 40 minutes. 

2. 4.10 pm. 

3. Yes. 

4. 5.05pm- 



Answers 




Comprising two different Current Accounts 

1 Interest on creait balance; overdraught facility available; £50 guarantee card; 
cash machine card. 

2. Maxim account, Halifax. 

3. Abbey National. 

4. Studenfs choice. 

Selecting the best Savings Account 

1 Chelsea Building Society. 

2. Check student has written a descnDtive Dter.e of writing, signature, date. 
Reading a form for non-tax payers 

1a Yes 1b. Name, address, date of birth. Bank Building Society. 
Branch. Account no., signature, date. 

2. Bank or Building Society 

3. Tell the Bank or Building Society straight away. 

Calculating the interest to pay a Pawnbroker 

1. £10.00 2. £91.00 

Reading about Store cards 

Check the list of advantages and disadvantages of being a card holder. 

Letter of complaint letter to a Head Office 

Check student has written a complaint letter 

Using a telephone directory to find addresses and phone numbers for Benefits 

Check with your local telephone directory. 

Adjusting an estimated electricity bill 

1. £56.81 2 £4.95 3. £75.68 



Writing a cheque for the telephone bill 

Check the cheque has been completed correctly for £58.70. 



Form Filling 

• Job Application Form - WP. Stg 1 



Vocabulary Skills 

• Choosing Vocobularv for your CV 
WP, Stg 1 

• Describing yourself in job 
applications 



Access Skills 

• Using Yellow Pages - WP. Stg 1 



Finding out the cost of a Classified 
advert - WP, Stg 1 

Using calendars and diaries to get 
organised ~WP, Fdn 




Reading Skills 

• Getting the mam point from a Job 
Advert WP.Stgl 



Map Skills 

• Finding a route from a map -WP.Fdn 



Numeracy Skills 

• How long does it take? 

• Rounding your mileage 

• Working out the cost of a Classified 



Advert NP,Stgl 



Graphs/Charts/Tables 

• Analysing the local lob market 
statistics ■ NP, Stg 1 



JOB 
SEEKING 




Writing Skills 



• Write your own newspaper Advert - 
WP, Fdn 

• Writing letters to employers WP, Fdn 

• Write your own CV or Personal HIstor/ 



.53 



Finding out the cost of a Classified advert 
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JOB 
S EE KING 



Skills you need before you begin: 

• Finding information from a newspaper. 

• Using the phone to get information. 

• Taking notes from a phone conversation. 

• Reporting information. 

Before you can place an Employment Wanted advert in your local newspaper, you will 
have to find out how much it is going to cost. The cost of placing a n advert depends on: 

• the number of words and/or lines used 

• the number of times the advert appears in the paper 

• the section In the Classified Adverts pages that it will appear under Employment 
Wanted adverts usually come under Situations Vacant 

Newspapers often carry an advert at the beginning or the end of the Classified Adverts 
pages, with details of how to get more information on the cost of placing an advert. 

it will always give a phone number to ring for more informiotion. 

1. • Get a copy of your local newspaper. 

If you have more than one newspaper in your area, get copies of them too. 

• Find the Classified Adverts pages. 

• Find details of the phone number to ring for more information about how to 
place an advert and its cost. 

Write them down for future reference. 

Get your finished Employment Wanted advert, as well as a notepad and pen. You will 
be well prepared to answer any question asked, and takes notes. 

2. Phone for information to each newspaper you have listed on the cost of piecing 
your advert. 

3. Make notes on the information given to you and show them to a tutor, or report the 
information to a tutor. 

Now that you have all the information you need, perhaps you would like to go ahead 
and place your advert. If you do, cut it out from the newspaper and show It to your 
tutor. 



You can use this for Wordpower Stage 1 Unit 5 Element 2 



5:. 

54 



ERIC 



Working out the cost of a Classified 
advert 



J 0 B 
SEEKING 



1=^ Skills you need before you begin: 

• Multiplying and subtracting money amounts. 

• Working out 25% and 50% reductions. 

• Paying a bill using cash or a cheque. 



The Evening Post charges 7p a word for adverts placed in their Employment Wanted 
column. 

There must be a minimum of 3 lines with about 5 words on each. 

There is a 25% reduction per night if the advert appears for 2 nights. 

There is a 507o reduction per night if the advert appears for 3 or more nights. 

Here is the advert to be placed. 



painter ^^'^^fl^^^^^l^^S- 
employment. ^es^No 3°'' 



1 . Work out how much It will cost to place this advert for Wednesday, Thursday, Friday 
and Saturday nights. 

I 

<< gp 2. Show a tutor how you would pay the bill for the advertising, using cash or a 
tjf)9 cheque. 



You can use this tor Numberpower Stage 1 Unit 1 Element 1 (E or F). 
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^jgp Skills you need before you begin: 

• Writing in note form. 

• Reading newspaper adverts. 



Many newspapers carry Classified Adverts. 

The Classified Adverts columns have details of things for sale, local entertainments and 
many other services, as v^ell as job vacancies. So, the Classified Adverts pages are a 
good place to start looking for a job. But they are also a good place to advertise 
yourself. 




Often you cannot find a job advertised that 
is just right for you. Why not place an advert 
in the Employment Wanted column of your 
local newspaper? 

Tell the readers what you can do and how 
they can contact you. Maybe there is an 
employer out there who needs someone 
with just the skills you have to offer? 



Look at these examples of Employment 
Wanted adverts. 



oihcr c\encai o^^dv ° ViSt time 



1 . Try writing an advert about yourself to be put in the Employment Wanted column 
of your local paper's Classified Adverts pages. 

• Do it in rough first. Then check your spellings in o dictionary. 

• Remember to include details of how you can be contacted, 

• Give a phone number, if possible. 



If you don't hove a phone of your own, perhaps friends or relatives would let you put 
their number in the advert. But you must be sure that they are happy to do this for you. 
Remember they will hove to take your messages. 



You can use this for Wordpower Foundation Unit 4 Element 1 (C or D) 



56 



ERIC 



How long does it take? 



J 0 B 
SEEKING 



m 




Skills you need before you begin: 

• Adding up and taking away hours and minutes, 

• Using 12 and 24 hour clock. 



You have read in your local newspaper that a large company is holding interviews at 
their headquarters in Linchester, 120 miles away. 

You telephone the company and they ask you to attend an interview at 2.30 the next 
day. 



1 . A train leaving at 1 1 .05 from your local station will arrive at Linchester station at 
13.45. 

How long is the journey in hours and minutes? 



2. The coach from your local bus station leaves at 9.50am and arrives at Linchester 
coach station at 1 .1 3pm. 

How long is the journey in hours and minutes? 
The company tells you that the interviews will be finished at 5.00pm. 



3. There is a train leaving Linchester at 1 7.33. 
What time would you expect to arrive home? 

4. There is a coach leaving Linchester at 6.00pm. 
What time would you expect to arrive home? 
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Rounding your mileage 
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Skills you need before you begin: 

• Rounding numbers up and down. 

• Taking away whole numbers. 

• Multiplying whole numbers. 



Often, when you go for a job interview, the company will pay your travelling expenses, 
if you go by coach, bus or train, they will usually pay your fare. If you use a car, they will 
usually pay your travelling expenses, based on the number of miles you hove travelled. 
The amount they pay per mile will vary from company to company. 




You have been asked to attend an interview for a job as a salesman at the head 
office of a company which is o two hour drive away from your home. The company 
informed you in their letter that they will pay you travelling expenses. 

Before you set out from home, you write down the mileage reading which is: 



39,457 



When you arrive at the company's head office, you write down the new reading 
which is: 



39,536 



The Personnel Officer gives you this Expenses Claim Form to fill in: 



Name: 



Position applied for: 



Single or Return bus/coach/train fare {2nd class only): 
Delete as appropriate 



Total Mileage single/return: 

Delete as appropriate 

(Please round mileage to nearest 10) 



Signed: 



1 . Work out the mileage you have done from home to the interview from your 
mileage readings. 

Make a claim for your return trip by completing the form. 
Remember to round the mileage to the nearest 1 0 miles. 
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Getting the main points from a job advert 



JOB 
SEEKING 



Skills you need before you begin: 

• Reading job adverts. 

• Making notes of key points. 



Read this newspaper advert. 




Frederick Sturmer Paints 

Master Paint Makers to the Motor Vehicle Trade since 1904 

Frederick Sturmer Pic, the leading nnanufacturer of vehicle paints in 
the UK, will be opening their new Headquarters in this area in the next 
few months. 

We are looking for Demonstrators/Sales Personnel to promote our 
oro ducts nationwide. 

Successful applicants are likely to be already involved in vehicle 
respraying, although applications are welcomed from men and 
women with practical ability and a keen interest in motor vehicles of 
all types. The job is likely to involve demonstrations and testing of 
products. Full, clean driving licence essential. 

Attractive salary and company car provided. Full product training will 
be given. 

Please apply in writing only to: Mrs Khan, Chief Personnel 
Officer, Frederick Sturmer Pic, Sturmer House, Linton L72 5PK. 



Either: 

Write down in your own words what you think are the main points to note from this 
advert. 

OR 



<$r] Tell a tutor, in your own words, what you think the main points are in the advert. 
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You can use this for Wordpower Stage 1 Unit 1 Elerment 1 (B) 
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Skills you need before you begin: 

• Reading job adverts. 

• Writing letters for job applications. 



Here are 2 examples of job adverts from a local newspaper. 

Both of them ask you to write in for an application form and details of the job. 
They will send the form and any other details to you. 

• Some employers ask you to 'phone up. They may ask you some questions over the 
'phone. This can be difficult if you're not very good on the 'phone. 

• Some employers ask you to drop in to pick up the form and details. They often ask 
you to fill in a form there and then. This can be difficult for some people. 

So, if you like to take your time looking at the job details and filling in the form, it is a good 
idea to write in to the employer. 



Wanted Urgently 

Part-time agents required tc. sell 
childrens clothes on partv pUn 
basis No cash outlay. 
Sing gWen. About 20 h^^^^^^^^^ 
week. Transport needcc . C.ooo 
^Sc plus commission for r|h 
neople. Couples welcome, ^or 
dSls and application form wnte 

To B&jF^''hions, Unit 5, Edward 
ndJial Estate, North Belton. 



Choose one of these adverts. 

Write 0 letter, asking for on application 
form and job details. 



IMMEDIATELY REQUIRED 

Supermarket shelf-filiers to work 
on late-night dutv. inciudin" 
weekends. No previous ex- 
penence needed, though basic 
knowledge of warehousing would 
bean advantage including^using a 
VUU. I raining given. Good rates 

ot pay. Overtime available. Late 

night transport provided. Good 

promotion prospects. 

For further details and application 

KMm please apply in writing to: 

The Personnel Manager 

Superquick Stores, 

Arklington Centre, Sheepton. 

Please quote reference SQ12. 



Get a copy of your local newspaper. 

Look up the section that has job adverts. 

Choose some jobs that you would like to apply for. 

Write letters to them, asking for application forms and details of the jobs. 



You can use this for. Wordpbwer Foundation Unit 4 Ej 



{A or B or D). 
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Describing yourself in job applications 
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Skills you need before you begin: 

• Knowing the order of the alphabet. 

• Using a dictionary. 

• Using memory aids to remember spellings. 



mm 



If you are applying for a job, many companies ask you to write to them. 

They ask you to put down details about your education, training and work experience. 

It is a good idea to include brief information about what you consider to be your best 
personal qualities - the kind of things that moke you a good employee. Remember 
that you ore trying to tempt the company to invite you for on interview. Then you have 
really got a chance to show them who you ore and tell them what you can do. 

There are lots of very useful words to use to describe your personal qualities in on 
impressive way that may interest the employer enough to give you on interview, it is no 
good writing a badly spelled letter. This worksheet will help you to understand and use 
a wider range of describing words, and practise sorr>e of the more difficult spellings. 

you will need to have a good dictionary tiandy to do this worksheet 

1. Reliable Capable Dependable Amiable Sociable 

2. Conscientious Industrious Meticulous Ambitious 

Look at these two groups of words. They ore all useful describing words (adjectives). 
Notice that all of the words in the first group end in able. 
All the words in the second group end in ous. 

1 . Look up each adjective in your dictionary and write down its meaning. 

2. Try the Look, Cover, Write, Check spelling method on the word until you are sure 
that you have memorised it properly. If you didn't know what this means, ask a 
tutor. 

3. Write out a sentence that begins: 

I consider myself to be because 



ERJC 



4. Try writing a whole paragraph that uses all the able words, and another one that 
uses all the ous words. 

5. Write down any other adjectives you can think of that describe your best qualities. 
Perhaps a friend or relative could give you some help? 

61 Bo 



Skills you need before you begin: 



• Reading job application forms. 

• Filling in job application forms. 



Job application form 




On the next 2 pages you will find a copy of a real job application form. 
It is the one issued by Sainsbun/s in 1991. 

It is the standard application form used for people wanting permanent part-time of 
full-time work in Sainsbur/s stores. 

It is typical of the kind of application forms used by large companies. 

Before you begin to fill the form in, spend plenty of time: 

• reading through the whole form carefully 

• checking the meaning of any words or phrases you are not sure about. 
(You may find a dictionary useful) 

• making notes on the information you are going to include on a spare 
piece of paper 

• checking any dates, addresses, etc., that you are going to give 

• looking up spellings of words you need in your dictionary 

• practising on a photo-copy. 

1 . When you feel that you are ready, tell a tutor what you would need to fill in. 



You can use this for Wordpower Stage 1 Unit 3 Element 1 (B) 



Job application form 
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SAINSBURY'S 



Please complete in block 
capitals and return to: ■ 



CONFIDENTIAL 
Application for Employment 



; Poiition 4JJilli«d lor 



! Source Ol intrnauction t> q t^rtiCh Pdper jnrl dale or omei 
I PuhliCJtmn. wvfiiCh Aqencv Of ^'enonji Recommendation 



PERSONAL DETAILS 



f IRST NAMES 



HomP AtMiri\ <it n.ttt'renti 



TpiewhOne No Tet^Ohone No ' 



Aqe 


■ .Me ot Birth 


Ptace ot 8rith 


) Piftent N4<iOn;i-.iiv ' Naiion^i lntu(4nce No 




ai siatut 


Maiden Name 


' Aqet Ot Childten undet 16 ; 











t> vog Mwe any reiaiivet emoioved bv Samtbuiv i pieaie o<v* name ana i it yOg have wortted lOr Samibviry » b«tore Oieste enter b'aoct>/department' 
Sj'aiCh/rteoartment j jnd dates 



Piraie qive name 4nd 4ddr«>tt and teieohOie humt>e» 
.1 peiv>n lo contact m caJe Ot emerqencv 



Do vOu hold a Curient arivir>g licence' 

For appliotntt untif 18 yaanof aqa. 

Are VOu liv.nq Mith vour Parent! Guardito or Relative' 
I* Mith a Guardian or Relative, pieaw qive name and initiaii 



Hobhietand Interettt 



EDUCATION Secondarv or Technicat Educa!<on from aqe 1 1 State it part time 



Q't« I Narrtei addrewet o< tct^ooit or coileqet 

from I To I {Show moK recent firtt) 



Examinations with tubicctt. and datet 



'•SPfPPfCfl RI.T, tet ^036 3 
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Job application form 




EMPLOYMENT HISTORY 



Oatc-t 

' ftO'n ', To 


j N«mr and f-un addreti ot cmptovcr<s> 
] (Sftow mot t ttcen f 'rrtti 


1 Weekly \f*»qc ■ 


PuSition Held 


' Reason tor leawioq 


1 1 



I certify that the information given on this form is to the best of my knowledge correct. 1 understand that any 
engagement entered into is subject to passing a medical examination, it required, and references provmg 
satisfactory. 



Applicants Signature 



Date 



PERSONNEL DEPARTMENT USE ONLY 



interview Nolei 



i»e'Wiei.vef$ S>ondiu'i 



Shirti Polo Necki etc 



Job 1 Sitting 

Corte I Date 



] Ret I 



MfrtiCJi I Action »«<S Re*io» 



SSPfRHfCB f\es 181 SOj^ I 
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Choosing vocabulary for your CV 



Skills you need before you begin: 

• Using a dictionary to check meanings of words. 

• Writing short descriptive pieces. 



J 0 B 
SEEKING 



You are applying for a job as a Care Assistant in a residential home for the elderly. The 
job involves day to day personal care of the residents, serving meals, routine cleaning 
chatting to residents, organising activities and entertainment, amongst other duties. 

Here is a range of vocabulary. 

Some of it could be used in your CV or Personal History to show an employer that you 
have the right skills for this job. 

But some of it is not suitable at all! 



sincere diligent abrasive effervescent energetic 
futile sympathetic meticulous slipshod sullen dull 
thorough reliable shabby dubious volatile gentle 



1 . Start by checking that you understand the meaning of every word. 

Check with a tutor that you are pronouncing each word correctly. 

Underline all the words that you think would be useful to describe yourself for the 
Care Assistant's job. 

Look up the meanings of words you are not sure about. 

Write down their meanings. 

Learn any spellings that are new to you. 

2. Write a paragraph about why you think you are the right person for this job. 

Use some or all of the vocabulary that you have selected from the list. Add new 
vocabulary that you think is suitable, checking meanings and spellings in a 
dictionary, if you are at all unsure. 



^ You con use this for Wordpower Stage 1 Unit 1 Elenaent 3(1) 
You con use this for Wordpower Stage 1 Unit 4 Element 2 (2) 



Write your own CV or Personal History 



JOB 
S E E K I N G 



Skills you need before you begin: 
^ Write about yourself. 
• Setting out information neatly. 



Qjrn Many jobs adverts ask you to send in a CV when you 
[2^' apply for a job. CV is short for a curriculum vitae 

(pronounced t^eetoy). A curriculum vitae is the same thing as a Personal History 
Record. 

It should give information obout: 




personal details, name, address, date of 
birth, nationality, marital status. 

ediicaiion - secondary, further and 
higher education 

irainifiii - any courses you have taken 
including YT and ET. for example 

work experience - including names of 
companies, dates of employment and 



jobs you have done since leaving school 
or college 

• hobbies and interests 

• referees - the names, addresses and 
occupations of 2 or 3 people who can 
give reliable information about you to 
the employer (these should not be 
friends or relatives). 



It can take a long time to get a CV or Personal History Record just right but the effort is 
worth it in the end. A good CV can give you the edge you need over other applicants! 

Here are a few tips to heip vou 

You must make sure that you have included all relevant information. 

Make sure that your referees ore able and willing to be contacted by an 
employer. 

Make sure you hove put down correct names, addresses and dates. 
Check all spellings carefully. 

Spend time on drafting and proof-reading the information. 

Think carefully about how to set the information out so that it is clear and easy to 
read. 

Don't make it too long. Use note style if is it getting too wordy. 

Try to get it all onto a couple of A4 sheets, or less if you can. 

Use a typewriter, or even better, a word processor for the final copy. You must 
make the C V look as neat as possible - it gives the employers their first impression 
of you, before they have the chance to rr^eet you. 

Write your own CV or Personal History Record, (see the following page). 
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Write your own CV or Personal History 



Here is a copy of a made-up CV sheet to give you o 
few Ideas to get you started. 

Your tutor may be able to give you others to look at, 
as well as more information on what to include, 
e.g. quoting referees, etc. 



J 0 B 
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Personal History 



Name: 
Address: 

Date of birth: 
Age: 



John Frank Ward 

8 Kirby Road, Lenton Boulevard. Nottingham NG5 6PQ 

7th August 1958 NaUonaIIns.No: WE456892 1 

31 vears 

Maritai Status: Single 



Education: 

Schools: September 1970 - June 1976: Intake Comprehensive School. The Meadows. Nottingham 

Exams passed: CSE Maths. Technical Drawing, Metal Work. 

Further Education: June 1977 - September 1978 - Northern College. Nottingham 
Adult Education classes in woodwork - evening classes 
Exams passed: City & Guilds Certificate in Woodwork. 

May 1989 - current: Online to Lcam Open Learning Centre, People's College. Nottingham. 

Open Learning in English. Maths and Word Processing 

Exam to be taken June 1992: City & Guilds Wordpower Certificate- 



Work Experience: September 1978 - June 1979: Tomkins* Greengrocers. 

Geneial shop duties, i.e. cashier, stock control. 

October 1978 -June 1981: Skaife's Woodyard& Joiners. 
Delivery driver, stock control and sales. Some simple joinery work. 
Made redundant. 

July 1981 - February 1984: Unemployed. 

Did voluntary work in physically handicapped wood and metal workshops, Ambergate House. 
St. Anns. Nottingham. 

March 1984- April 1989: Portland College. Workshop, Nottingham. 
Part-lime woodwork instruaor for the physically handicapped. 
Made redundant due to Social Services cuts in budget. 



Hobbies/Interests: I enjoy reading, especially science fiction and watching Sci-Fi films. 

I play football for the local team. I act as referee for Portland College's games. Most of my spare 
time is taken up with designing aids, gadgets in wood and metal to help the disabled, i am 
studying maths and English by Open Learning to help me to express myself better when I am 
communicating with manufacturers and possible buyers if my inventions. 



Additionallnfo: I hold a full, clean driving licence. 

I am insured to drive any Notts County Council Social Services Department mini-bus. 



References: Mr J.R. Dunnet (M.P.) 

K9a Forest Road West 
Nottingham NG22YZ 



Mr I. Carter 
Senior Care Assistant 
Portland Training College 
Nottingham Road. Worksop, Notts 
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Using calendars and diaries to get 
organised 




Skills you need before you begin: 

• Using calendars and diaries. 

• Using different formats for dates. 

• Noting down key information. 

You have applied for a lot of jobs over the past few weeks. 

You have kept a note of the companies and their addresses, the jobs you've applied 
for, and the dates you applied to each one. 

They are noted down here, but in a very messy way. 

You could easily lose or forget some of the information. 




1. Set up a diary for this month. 

2. Enter in the details of each job that you've applied for in the right place on the 
diary or calendar. 

This will give you a clear and organised way of recording which jobs you have 
applied for and exactly when you applied. 



You can use this for Wordpower Foundation ijnit 3 Element 2 (B) 
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Analysing the local job market statistics 
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^jjp Skills you need before you begin: 

• Reading pie charts. 

• Interpreting information given in pie charts. 

• Using statistical information to make choices. 



You have applied to your local Job Centre to get onto an Employment Training 
scheme so that you con learn a new trade. 

You are asked to attend for on inteiview at on EI Training Manager's workshop. 

The Training Manager who inten/iews you soys that they are able to offer training in a 
wide range of skill areas. Before you choose from the training on offer, it would be a 
good idea to find out which skills ore in demand in your area, and which skills have high 
levels of unemployment. 

Your local Job Centre gives you a copy of this pie chart to show unemployment 
statistics of key skills in your area. The chart represents actual numbers of skilled people 
who are unable to get work locally in these skill areas: 



Unemployment: August 1991 



Skill Areas 

B Catering 

0 Clerical 

S Construction 

HO Wareliousing 

S Haulage 

El Printing 

E3 Engineering 



1 . From your analysis of this pie chart, which area of E.T. training should you most 
ovoid? 

2. Which skill area shows the lowest level of unemployment? 

3. Approximately what percentage of the unemployed do those looking for work in 
haulage represent? 



You can use this for Numberpower Stage 1 Unit 6 Element 1 (B or F). 
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Skills you need before you begin: 

• Reading maps and street plans. 

• Giving directions. 




You have applied for a job at Waterside Chemicals. 

They write to you asking you to attend for an interview, and send you this map of how 
to get to their factory: 



Car 
Park 



~Houndsgate| 
Busi 
Station 



Open Air 
Market 



Hospital 




Ihoundsgate ring road 



Shopping 
Centre 






1 


Car 








Park 




H 

LU 


Hotel 




STRE 







BRIDGE g STREET 



LATIMER BOULEVARD 



Department ' 
Store 



M 



RING ROAD 




I 



1 . Using the map, tell a tutor which route you would take to get from Houndsgate Bus 
Station to Waterside Chemicals. 



You can use this for Wordpower Foundations Unit 2 Elennent 2 (A. B or D) 
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Using Yellow Pages 



tjjp Skills you need before you begin: 

• Looking up information in an alphabetical index. 

• Using page numbering systems. 

• Noting down information accurately. 
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gfTI You may find it useful to contact employment agencies in your area about full-time, 
part-time or temporary work. 



It would be a good idea to draw up a list of all the agencies in the area that deal with 
jobs you are interested in. 

You can then write to them or 'phone them up, asking about possible vacancies. Some 
of the agencies also offer free training on interview techniques etc. It may be 
worthwhile asking about all the services they can offer to you. 



1 . Find the most up-to-date copy of your local Yellow Pages. 

2. From the Contents Page at the beginning of the book, find out where to find the 
Index of Headings. 

3. On which page can you find the reference to Employment Agencies & 
Consultants in the Index of Headings? 

4. Are there any sub-headings mentioned which might be useful to look at? 

If so, what are they, and on which pages in the directory would you find the 
information? 

5. Now draw up a complete list of all agencies, consultants, etc, that you think would 
be worth contacting about jobs. 

Include names, address, phone number for each entry. 



You can use this for Wordpower Stage 1 Unit I Element 3 (B or C). 
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Answers 



Finding out the cost of a Classified advert 

To be checked by tutor. 

Working out the Cost of a Classified advert 

1. £3.36 2. To be checked by tutor. 

Write your own newspaper advert 

1. To be checked by tutor. 

How long does it take? 

1 2 hrs 40 mins 2. 3 hrs 23 mins 3. 20.13 4. 9.23pnn. 
Rounding your mileage 

1. To be checked by tutor - mileoge should be rounded to 160 miles. 

Getting the main points from a job advert 

1. To be checked by tutor. 

2. To be checked by tutor. 

Writing letters to employers 

Both to be checked by tutor. 

Describing yourself in job applications 

To be checked by tutor. 

Job application form 

1. To be checked by tutor. 

Choosing vocabulary for your CV 

To be checked by tutor. 

Write your own CV or Personal History 

To be checked by tutor. 

Using calendars and diaries to get organised 

To be checked by tutor. 

Analysing the local job market statistics 

1 Construction. 2. Cotering. 3. 15%. 

Finding a route from a map 

To be checked by tutor. 



JOB 
SEEKING 




Using Yellow Pages 

To be checked by tutor. 
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Providing Information 

• Using a remote control - WP, Stg 1 
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Following Written Instructions 

• Using a video recorder - WP, Stg 1 



Reading for Information 

• Confidence in the press - WP, Stg 1 

• Reading the newspaper - WP. Stg 1 

• Accommodation - WP, Stg 1 

• Looking for a job - WP, Stg 1 

• Your stars - WP, Stg 1 

• Problem Page -WP, Stg 1 



Reading forms 

• Applying for your TV Licence WP,Fdn 



I Filling in Forms 

j • TV licence - WP, Fdn 

j • Paying for your TV Licence WP, Stg 1 



Writing about your Ideas 

• Your stars -WP, stg 1 

• Trivia - WP. Stg 1 



Reassuring others 

• The Problem Page - WP. Stg 1 



Obtaining information from the TV 

• Making notes from the TV - WP, Stg 1 



Reading charts and tables 

• Confidence in the Press - WP, Stg 1 

• Who reads whoP - WP. Fdn 




MEDIA 




Writing Letters 

• Looking for a job - WP. Stg 1 

• Writing to the newspaper WP. Stg 1 
The Problem Page • WP. Stg 1 
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Reading the newspaper 



MEDIA 



Skills you need before you begin: 
• Reading newspapers. 



Look at these headlines and 
the first part of some aricles. 

• Mdtch the headlines with 
the articles. 

• Note it down. 

Headline 1 matches article 
Headline 2 matches article 
Headline 3 matches article 
Headline 4 matches article 
Headline 5 matches article 

Newspapers often use a 
special kind of language. 
A difficult word or phrase is 
used instead of a simple 
word. This mokes some 
newspapers particularly 
difficult to read if English is 
not your first language. 

For example, rolling out the 
red carpet = welcoming 

• Try to find phrases that 
mean: 

a. Starting 

b. Party or celebration 

c. Singers 




school m Wcy«««*Jt7^n,crf.ir^^^^^ 25 
S>iur<Uy. July l°-^^'J^c cvcnn bcmR pl*"""" ; 



MOKb man .v~ ■■ 

schoolk.ds ukclhcsugc 
,s 1 huge choir for the bor 
ough-s f.rsi ever hesuval of 
Voices. Budding songsicri 
from 21 pnmary ' 
ihrouehoul Hackney 
hchighnoics .1 5.30pm ne« 
Hnda? .n .he >h";« «. ihe 
Woodbcrry I>)wn AduU Udu- 
canon Insuiulc on ihc Vrood 
I bcfTV Down Usuie 



:hoir for Uie bor- / - f^'M 7>>--^ ^ 
ever Hesuval of / ^3'^^^^ ^I>V^^ 

pnma% schools \ ci^J-cf^'^^ C^/°!f^C/ ^ 
llackncy will hi. J^'^^^'^cZ"^ U^^^aZ. ^^^."^ A 



'Ac 



*\-^-^.o- 



JOBS bosses arc holding a 
special garden pan / today 
(i-nday) to mark the success 
of people who have been out 
of work for yean and have 
now managed to find employ- 
ment. The Westminsicr Train- 
ing and Development 
Association, based in Cam* 
bndp.e Heath Road. Beihnal 
Circcn, IS funded by the East 
London 1'rammg and Enter- 
pnse Cotmcii and helps the 
l<jng lerm unemployed to get 
jobs 



You can use thi^fqr Wdrdpower Stoge 1 Unit 1 Element 
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ERIC 



Accommodation 



MEDIA 



Skills you need before you begin: 
• Reading tlie small adverts. 




Look at these adverts from the newspaper for bedsits and flats. 
There are sixteen. 



• Answer these questions. 

1 . The most expensive accommodation 
advertised is for a flat for £295 a week. 
Write down the area. 

2. What do these abbreviations mean? 
pw 

DHSS 

kit/bthrm 

inc 

Tel 

s/c 

3. Which is the cheapest place advertised? j 

4. What is the difference between - 
a room 
a bedsit 
aflat 

5. Some advertisers put 'No DHSS'. 
What does this mean? 



ROOMS ivT 

a. 



BEDSITTER 

Share k,Vb,h^ 



FT rx, L ^ °'^er tenam 
'^i IN quiet family h„rl' 

from £15 „^ / I persons, £65 ino 

081-806 2390 
For defa" 



lils 



INN 



ROAD ' 



^'"^^d kitchen 



BEDSITS 
LFJT , 

1071-249 6217 



ROOM, " 



-irooms. 



■833 



W/.E A/VD 
DOUBLE 



Eon W; 



071-24 



^ney- No DllSS 



I'^^^y refurbished/ 
rooms 

■'■O"! £45 pv 

^^'ephone 
7/ „ 

[0860 479863 



ALL ^^"^^ 
»?2 y Tei- O81V54 



6882. ~- 071. 730 

<^7/-i5^ 3060 £v:S"" r°i^ll' 

ISM? 



You can use this for Wordpower Stage 1 Unit 1 Element 1. 
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Looking for a job 



MEDIA 



Skills you need before you begin: 
• Looking at tlie jobs adverts. 




These adverts were all in the Situations Vocont 

column but only some of them 
advertise jobs. 



MALK YOUTH WORKERS 

needed for S weeks from 2^^lh July lo work 
wilh young people wilh disabililiev.. (Posis arc 
exempt Ironi provisions of ihc 1975 Sox Dis 
enminaiion Act). Applications fr(im black men 
are encouraged because they arc currently un- 
der represcnicd in the team. Pay: £.'\*> per dav 
Write for details and application form lo 
Tiie Spring Lane Project, 



A 




Become a Driving Instructor 4 
with Ike National Training ^' 
Organisation ^ 



tibM ytw ahrayt tkMsht you would like lo try? Or. ^. 
u UkcionuByof our cuMOocn, docs your pracDtjobMCunty 

Mcm » Imk uBpradKatbic « the momajt'' Wkv no; utvemjraxe Oie ^ 

A potnbt4tryofffmiMutglobMm*aDnwtgiKMtnaeruntmpte 4* 

sutuwaktMtjtpmimiisyoitrpttsmtjob You could tun widi 4- 

Home Study «wi cod tip wnfa«hi|h««nacpoMeb«lud«;ob ^. 

wah our NttJoMl Dnwt Sckooi. ^ 

J Futd <Mt more difiis. NOW. gel o copv ofow uformMnt ^, 

A broetmrt. Tekpbom Robcn ElJioC OS I 107 7313 tanywnc \ Or ^ 

A ovrHe»jOffk«oe(OCt5)a3SSO 4' 



The Hoxton Trust 



Th* Moxion Trust, a community trust working for 
the improvement of the quality of life in Hoxton, 
has vacancies for a Garden Keeper and a 
Finance Worker. 

PART-TIME GARDEN KEEPER 

A temporary appointment for three months 
commencing 22nd July 1991 and based on 17i/2 
hours/week spread over six days (Sundays 
excluded). Remuneration at the rate; of 
£4.00/hour. (including London Weighting) 

PART-TIME FINANCE WORKER 

A permanent appointment starting immediately 
and comprising an average of 8 hours/week, var- 
iabie according to budget timetable demands, 
and remunerated at the rate of £10.0(Vhour. 
* ** * 

Applications for either post, with details of previ- 
ous work experience and any other relevant in- 

formetfon. in writing to: 

The Hoxton Trust. 

156 Hoxton Street. Lortdon N1 6SH. 

Cioeing date 5th July 1991. 

Tke Hoxton Tncu a « E^ual Offonuiuaa Emploftr 



HACKNHY SOLICITORS RliQUIRH 
EXPKRIENC KI) LKCJAL 
AUDIO SECRKTARV 

Pleasaniyinendlv working environment 
Salary: £! 1 .490 Ln.lbl p.a. a.;j c 
4 weeks holiday 
An equal opponunilv cmpU»ver 
NON SMOKF.RSONLY 
AFTLY Mr Vickcr. 

081 986 9321 



DIPLOMA COURSES 

•SECRETARIAL * 
• ACCOUTANTING * 
• COMPUTING * 
Start any day - Hours to suif 
ISUNGTON OFFICE TRAINING 
TEL: 071 -700 3619 



TRAIN FOR A NEW CAREER! 
WITH BRITISH SCHOOL OF MOTORING AND BECOME 
A GOVERNMENT APPROVED 

* DRIVING INSTRUCTORS 

FOUR YEARS FULL CLEAN DRIVING LICENCE 
REQUIRED PART 2 A 3 APPLICANTS WELCOME. 
RING GEOFF BURT ON OTOB 72«t24 

••A JOB FOR LIFE" . 



• Answer these questions: 

1. How many jobs are advertised here? 

2. How many of the jobs are permanent? 

3. List the courses advertised. 

4. Why do you think advertisers put courses in the jobs section? 

5. Choose one of the jobs for the Hoxton Trust or Spring Lane Project. 

• Write a letter and ask for a job application form and details of the job you chose. 



You can use this for Wortjpower Stage 1 Unit ) Element 1 
You con use this for Wordpower Stage 1 Unit 4 Element 1 
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Who reads what? 



MEDIA 



■jjj^ Skills you need before you begin: 
• Reading tables. 




• Answer these questions. 

1 . How many people read the Daily Mirror? 

2. How many people read 
The Guardian? 

3. Which paper sells the most? 

• If you like, do some research of your 
own now. 

Ask twenty people which paper they read. 

Present your answer in a list like the one 
opposite. 



Daily Express 


1.618.576 


Daily Mail 


1.750.663 


Daily Mirror 


3,164,727 


Daily Star 


874.921 


The Sun 


4.225.216 


Today 


561,246 


Daily Telegraph 


1.128.981 


Financial Times 


278.183 


The Guardian 


439,849 


The Independent 


397,135 


The Times 


439,960 





FINANCIAL TIMES 



man 




THE INDEPENDENT 



You can use this for Wordpower Foundation Unit 2 Element 3 (C or D) 
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Applying for your W licence 



Skills you need before you begin: 
• Filling in forms. 



m 



By law if you have a TV you should have a TV licence. 
You can get an application form from the Post Office. 

When you have paid once they will send you a reminder next year to your home. 
So you only have to fill this form in once. 



• Read the form carefully. 

• Complete the form. 



TELEVISION LICENCE APPLICATION 



TELEVISION UCENCE 

This l(ceoc« expires on the last day of 



MONOCHROME ONLY ♦/MONOCHROME & COLOUR - G«n*r«l Form 

19 

TM* , Synwm 

Mr /Mra /Mm 



LICENSING 



Full 
Poata) 

Mar— a ^ 



This licence is issued by TV Licensing on behalf of the Licensing Authority under the Wiretess 
Telegraphy Act 1949 (as amended): 

a) This licence may not be transferred to another person. 

b) You are obliged to let authorised representatives of TV Licensing inspect your television 
licence(s) and television receiving equipment at any reasonable time, but you do not have to 
let them enter your home without a search warrant. 

i c) TV Licensing can end or alter this licence by a wntten notice at any time. 
This licence grants the permissions listed overleaf. Particular attention is drawn to the information 
on Refunds. 

This licence applies to the person named below (the licence holder) and any member of his/her family 
and domestic staff while they are living with him/her at the address shown below. 
This licence is not valid until it is properly stamped by the officer issuing it at a post offtce or the 
National Television Licence Records Office. 

TV bcensing «s the trading name of Subscription Services Ltd. a subsidiary of the Post Office 



This sp*c« It lor 
the OHciAl Sumo 



You can use this for Wordpower Foundation Unit 3 Elements 1 and 2 
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Paying for your TV Licence 



M E D 1 A 



ERIC 



1^1 




^Jjp Sicills you need before you begin: 

• Filling in forms. 

• Subtraction and multiplication. 



By law if you have a TV you should have a TV licence. 

You have to get a new one every year. 
You can pay in advance. 
You can pay with saving stamps 
or you can pay by Budget Scheme. 
This means you pay every quarter (every three months). 



You can pay by Direct Debit through your bank. 
It will cost more as there is an extra charge. If the TV licence 
goes up, they will increase your Direct Debit but they do 
not have to tell you. 

"'>""r finances. ' i-'reaterconvcn 




you 



• Answer these questions 

1 . The current licence fee is £71 . 
The quarterly cost is £1 9. 

How much more do you pay by Direct Debit? 

2. If you have a bank account complete the form on the next page. 



Ycu can use this for Wordpower* Stage 1 . Unit 3 Elements 1 and 2. 
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Paying for your IV Licence 



M E D I A 



""T/^' INSTRUCTION TO YOUR BANK TO PAY DIRECT DEBITS 

Please compSete parts 1 to 5 to instruct your bank to make payments directly from your account. 

Natkxiai TV Lteence Recofds Office, Bristol, BS98 TTL 
(Originators Identification No. 917644) 



► 



The quarterly cost is £ 17.75 



pkjs a premium of £ ^ • ^ ^ 
payable only by direct debtt. 



nwikingE 19.00 



Bank account No. 

PIMM writ* full 
poxte} addf M o4 your bank tarmoh In th> box b<tow. 



{m tham in voir chmju* tx)0k i 



To The Manager 



Bank 



Name of account holCier (m thcmn m yotr ctmju* bot*} 



• l/W» instruct you lo pay Direct Debits from my/ cxjr 
account at the request of NTVLRO. 

• The amounts are variabte and may be debited on 
various dates. 

• l/N^fewiliinformthebanklnwritingif I/We wish 
to cancel this Ir structkx^. 

• I/We understa'Xj that rf any Direct Debit ts paid 
which break'i the terms of this instructkx^, the 
Bank will mitk^ a refund. 

Signature 



SiQrmture 



Date 



Banks nr^y refufte to aocepi instructions to pay Direct Debfts 
from some types of account, in ttw e>«nt of a change in the 
Ik^ence fee. the change will be given full national publicity 
but no Indtviduai advance noticas will be isaued. 



Reference No. 



0819276202 



Reference No. 

If name/address is different from that shown on this 0819276202 
reminder, please enter new details t>ek>w. 



Title 



Initial 



Change of address 



Surname 



TAYLOR 14 



E5 



ODR 



01 



09505 



MS T M TAYLOR 
U ODIN ROAD 
LONDON 
E5 ODR 



FOR BANK USE ONLY 



Sort CcxJe 

Account NumtMf 
Account Name 



(Mtxmm IB ctmncms) 
Duma datMU m r*io«ct ol our cxmoftmCi mctructcwv und«r 
m« n*4«r«nc« numtw qiAt«d ahouU b* mad* out m tbov 



For 



z 

CD 
fiC 

? 

o 
u 
s 

3 

0 
a 
0 

Q 

Z 

c 

D 
H 
U 
K 

0 
Z 
< 

Ul 

u 
z 

z 

o 

!S 

Ul 
0 



Date 



Aftar oonvtaton. th* bank branch a^uuU (M«ch tha iovmk o«n oi 
tha form and luturn tt to NTVLRO 
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Making notes from the W 



MEDIA 



Skills you need before you begin: 

• Making notes. 

• Reporting. 



Look at a TV guide for the conning weel<. 

Choose a programme that interests you which gives advice, information or news. 




Tope it on video. 



Italian Be9"* ,anO ot Was. 

1 <^UrkU 



\ 



™;rpV— sn,,ecoa. 

«.3op-rro-— ^^^^^^ 



• Watch the programme carefully 
and make notes. 

Don't worry about spelling. 
The notes are just for you. 

• List the main points of the programme. 

• Tell your tutor about the programme. 



7.45pm What the Papers Say 

8.00pm East 

An irveshgaiion ot t^ow gics or :ne suc-contment 
of Asia are 'orcea into marriages tnev ao not want 
Pius a oroiiie of Keith Vaz Britain s only Asian MP 

8.30pm Gardeners* World 

A visit to gardens in Radclifte-on-Trent plus 
higniights of the Hampton Court fiower snow 

9.00pm NEV\5 SERIES 

Comic Asides 

The first in a series oi co^edv one-otfs Jokmg 
Apart tells the storv of an unusuai marnage 

9.30pm Director: Alan Clarke 

The lite of the original and controversial TV drama 
director as seen by nis friends, shown lo comple- 
ment the current season ol his work (Teletext) 




10.20pm Building Sights 

Alan Bennett visits the exotic County Arcade m 
Leeds, buill at the turn of the centun/ 

10.30pm Newsnight 

11.15pm Weatherview 
..-^^s^, — ^ r--.^ 



In 



ftnm WhatsOn TV. 6 IPjuli^ 199 f tn(1o(.an:lor.t TV Put^UcaUonf, 
?4? Tntlcnham Coun Road Wl 



ERIC 



You can use t^iis for Wordpower Stage 1 Unit 7 Element 2. 



MEDIA 
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Trivia 



Skills you need before you begin: 

• Reading newspapers. 

• Comparing different articles. 



We expect newspapers to give us the news 

but often they ore full of stories which may be interesting but not important. 
A film star's romance or a politician's dress sense won't change our lives. 




• Buy your favourite newspaper 
and one that you don't usually 
buy. 

• Look carefully through 
them and choose stories 
which you think are trivial 
(not real news). 

• Write about the stories you 
chose. 

• Why do you think they are 
unimportant? Do the two 
newspapers differ in any way. 
Do you enjoy these articles 
or do they irritate you? 

• Write down what you think. 




You can use this for Wordpower Stage 1 Unit 4 Element 2 
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Using a video recorder 



IVI E D i A 




Sicills you need before you begin: 

• Using a video recorder. 

• Following written instructions. 



Lots of people hove a video at home and some of us know how to use them! 
Often we are shown what to do by a friend or we find out by trial or error. 

For this Wordpower element you have to follow written instructions. 

It may be a good idea to practise using several different types of video first. 

Ask your tutor to supply a video recorder and the instruction book. 
Read the instructions carefully. 

Using the instructions turn on the video and play a video tape. 
Show the tutor you can do this. 



. « Video cassette lAuto operation 
Inserting a Video v,c. 




The VTR wtU be 

turned on auiu. y-^p 
matically drawn into the ^^^^ 
QWnen a v,deo cassette >s,nserted. me 

appear. 

tab «or example a pre 
back will start .mrned^^^^^^^^^ 
• Use VMS video cassetie V w ^ 



ERIC 



You con use this for Wordpower Stage ' 



Element 2 
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Using a remote control 



MEDIA 




Skills you need before you begin: 

• Using a remote control. 

• Giving instructions. 



For this exercise you need to explain something to someone or give them information. 

If you already have a TV or video remote control explain how to use it to someone who 
is new to it. 

Practise this several times. 

If you don't have one, you t .sed to learn how to use it first. 
Practise using it until you are confident. 



m 



Now explain to your tutor how to use the remote control 
OR 

explain how a teletext Is operated 
OR 

how to record a programme on TV. 




You can use thts for Wordpower Stage 1 Unit 5 Element 1 



ER?C 
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Writing fo the newspaper 



SSI Skills you need before you begin: 



MEDIA 



Writing letters. 



Look at the picture of 
newspaper headlines. 

Which word appears most 
often? 

Why do you think this word is used 
so often in some newspapers? 

Get a copy of the Sun, 

The Times and The Daily Mirror. 

Look at the headlines and 
compare them. 

Cut out the headlines about sex. 
Which newspaper has the most? 



Famous people are sometimes written about in stories like this. 
Is this fair? Do actors or politicians have a right to a private life? 
Or should they make sure that there is nothing to report? 



I^TI 1 . Write a letter to the Editor of one of these newspapers. 

2. Comment on the sex headlines you hove found. 

3. If you don't like it. complain. 

4. Tell the Editor why you think they should change what is in the paper. 





UeX CUL1 

Gay-c ase MP 

U^Cllkinkv 



You can use this for Wordpower Stage 1 Unit 4 Element 
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Confidence in the Press 



Skills you need before you begin: 

• Reading for understanding. 

• Reading bar charts. 




Read this article which appeared in a newspaper. Then look at the bar chart. 



*A plunge in public confidence in the law, the police, the education system and the press is shown 
by a Gallup survey comparing 1981 with 1990. -The biggest fall is in the British press, from 29 per 
cent in 1981 to 14 per cent. - A Gallup poll across Europe has shown widespread differences. In 
the survey, for the European Values Group, figures for the UK are compared with returns from 
Ireland and Belgium, France, West Germany, Italy, the Netheriands, Portugal and Spain. Data 
was obtained by Gallup only for the UK. A total of 15,0(X) people responded to questionaires. UK 
confidence in the press ran against an average European rise of 30 to 32 per cent. Confidence rose 
33 to 44 per cent in Belgium: 27 to 36 per cent in the Netherlands: 31 to 39 in Italy: 31 to 37 in 
France: 46 to 5 1 in Spain and 33 to 34 in West Germany. The Irish Republic was the only other 
country with a fall, from 44 to 36 per cent.' 

The Daily Telegraph 
Monday, September 23, 199 J 




Great Britain Ireland W. Germany France Italy Spain 



Answer these questions. 

1 . Which country has the lowest confidence in the press? 

2. Which country has the highest confidence in the press? 

3. In which countries has confidence in the press risen? 

4. in which countries has confidence in the press dropped? 



You can use this for Wordpower Stage 1 Unit 1 Element 1 
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The Problem Page 



MEDIA 



i^j*^ Skills you need before you begin: 

• Selecting ttie main points. 

• Writing letters. 
« Talking witti ottier people. 



Lots of magazines and newspapers have a problem page, particulariy the women's 
magazines, 

The advice given is not perfect, of course, and it varies from one magazine to another. 




prohl 



1 . Read the letter from the person who says: 
"My problem is that my whole life is a lie." 
Identify the three main points of the letter. 
Write them down in your own words. 

2. Do the same with the letter: 
"My grandson is spiteful to me." 

3. Choose any one of the other letters on the page. 

Write an answer to the letter giving your advice to the writer. 

4. With a partner do this role play. 

Ask your partner to be the person with one of these problems. 

Listen to them, comfort them and. if appropriate, give them advice. 
Ask your tutor to watch or tape record this role play. 



You can use this for Wordpower Stage 1 Unit 5 Element 4 



You can use this for Wordpower Stage 1 Unit 4 Element 2 



You can use tms for Wordpower Stage 1 Unit T Element 1 
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The Problem Page 




gru 



« and funny noise ' 

ntmg about * ^ J „u 

dcbotc oDo^ acstroyed oU 

^ oyob^® 

d it v/o^ 






fc-^ "Od to hide 

iucy 



'MP'S GONE OFF SEX' 

Ldo half yeors but the probe-.s 

,hot he hos gone o« sex. ^ "jJ^Xo 
s« months he hos "^'^X " 

«,oke love - he soys he doesn t teei 
•"" .d thinks he doesn't sot.sfy n,e 





make 

. u - u^H teverol re oticnships 
bed. He's ''°«* "7;°;,, „„d , fee! like 
before me but I haven t on 
don't know if I'm doing .t right. I try 
t'olk to hin, obou. it but he soysj 

-J U» never v/onts to lose 
will poss and he never > 
me We live together ond ore 

rngoged.P*— ^^^^P'"^*"^" 
X life agoin 



in 



MY gon*^ ^^^^^ "Sl'Jf. 



i 




nrty ffirst boyfriend 

i cm aixtMn. tivii w«nt out with • bov {Myfln 
yaars ego. Even now I cen't forget him. He 
I t in env oi my claeue et schooi. but t o«e 
111 in the playground quite a lot. Weeren't 



i&n t in any oi my claaue at achooi. but I o«e 
him in the playground Quite a lot. Weer«e\'t 
friends now. end hsven't spoken to each 
other for aeverel yeert, so I can't te» htm 
how I about him. I have hed a few 
boyfriends sinca, but hKve stooMd 




STEW^^*^' ^ out I hod o 
Threeyeorsogolfoun-- 

,,,„oUnf ect.cn co»le ,,, 

the post yeo J^yP^byfc^t hove not 

been tryn9 °^ ./^ „ot him « 



how I i-i^i 

boyfriends sinca, but hKve stopper 
seeing them because of my feehnas fo 

thisboy. "HEARTBROKEN 
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: My prcbJem is that my 
I Whole .ffe is a lie. I He to 
7 people to boost my non. 
exsstent self-confidence. 

^"^ P»«eM sUrted when I wa, at 
J school and it'» 

■na It » gone on ever since 
At un.«.r«ity I „b„„, „ ; 
~'» - ».althy bacKsrountfTu? 

f".ig anyone home. My 

m.. «e h„ HdicJied':: 
worthl... and ha. 

best rrte. Yet .* *. ^ 

;pp....oi-ii^::::r-- 

;/«"M*re.t.ci^:r;.:ir*„" 

( mother won't «f-«^ "aies. Mm 
lonee.orr,T;f;''*°'>™-*hc 

,^ ^.c.^eXitd^vrr:;:*'''" 
'"•^ — *t^j 

8. 
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Your Stars 



MEDIA 



Jiig 



Skills you need before you begin: 

• Reading for understanding. 

• Writing about your own ideas. 



Reading your stars can be fun but of course they are very vague. 
To apply to everyone with that sign, they have to be. 






• Answer these questions. 
Section A 

1. What is your star sign? 




(22 D«C-' 




2. Which dates are covered by this sign? 

3. Look at the stars on opposite page, 
imagine they were for last week. 
In which ways did they come true? 



LEO 

(24 Ju/y-23 Aug) 





4. Look at your stars for last week in your favourite magazine or newspaper. 
Did they come true? 

Section B 

5. Now write your own stars! 

Write for your own star sign but remember that millions of people share your sign. 
Write your prediction in vague terms so that it could come true for many of them. 



You can us^lhis tor WOTdpower stage l Umt 1 Element 1 (A) 



You^con use this tor Wordpower Stage 1 Unit 4 Element 2 (B) 
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Your stars 



MEDIA 




m 




ARIES 

(21 March'20 April) 

Tne more yoj try \o unaer- 
stand the events that overtake 
you this week, tne more angry and aggra- 
vated you'll become. There's little you can 
CO to turn the tide of fate, so don't even try. 
you'll oniy lana yoursei- in trouble with a 
bartner or employer if you lasn out at them. 




p^TAUKUS 

(^^^(21 April'21May) 

,j2^] There's a twinkle in your eye 
and a glow m your heart that'll 



Drirsg a week filied to the bnm with romance. 
Plan a special trea: for you and your be- 
loved, keep It secret, spnng a surprise for 
;he desired results and you'll be smothered 
with lOve. morning to night. Tasty Taurus! 



IJEO 

(24 July'23 Aug) 

Dealing with cnaps in uniform 
or authority will be the bane of 
your life this week. Their power-crazed ways 
will drive you to distraction and. before you 
know It. you'll do something you regret. 
Stee-'' clear of people who wind you up and 
ma^e ''oom for more relaxed conditions. 



VIRGO 

(24 Aug'23 S^pt) 

You are determined to en)oy 
yourself if it kills you. but that's 
one thing you won't pass away with! From 
oancing to romancing, why not relive some 
magiC rr.oments from the past? A visit to the 
fhCKS and a oack-row smooch isn't beyond 
tne realms of possibility! Spoil yourself. 




SAGriTARIUS 

(23 NoV'21 Dtc) 

If trouble's brewing then it'll be 
in the area of money. Casn. 
coins and currency can all create such a 
catastrophe that a friendship might be split 
because of it. Any brouhaha can be defused 
if you're prepared to discuss it. but you're 
more likely to cause chaos, knowing youl 




CAPRICORN 

(22 O0C-2O Jan) 

Act first and ask questions lat- 
er is how you approach a deli- 
cate personal or career situation . But is that 
wise? Of course not. for the more diplo- 
matic, relaxed and fnendiy you are, the bet- 
ter, so avoid a confrontation at al! costs, 
otherwise you'll only make matters worse. 




GEMINI 

'^l (22 May '21 Juif) 

You've got to choose where 
you want to direct your emo- 
tions and feelings this week. The older you 
are, the more the secunty of your home will 
mean to you. but that shouldn't prevent you 
navmo a rauncny sex life, for your powers of 
al^'-action are more potent than ever before! 




LIBRA 

(24 Sept'23 Oct) 

You can't Dredict the ways. 
Whys ana wherefores of the 
coming week, so why try? You can take 
care, however, by avoiding explosive situa- 
tions or hazards that could cause an acci- 
dent For instance, faulty combustible or 
electrical appliances require attention 



AQUARIUS 

(21Jan-1^ F%b) 

You're like a blazing banshee 
this week, full of bitter bile and 
balling folk out dee to their own terrible prej- 
udices, intolerance or bigotry. Mind you, 
you might see all these things m others, but 
does their hypocrisy mirror your own? Live 
and let live is your motto, so follow it 



CANCER SCORPIO PISCES 

(22 Jun%'23 July) ES^^^ Oct'22 Nov) f^*^^0 Msrch) 

Trying to fathom the action or ^^jW^ A letter or telephone call may ^^^Sl heart goes out to you this 

behaviour ot those nearest and impart shock news that ll re- week, not out of sorrow or pity, 

aearest to you will be more complicated quire urgent action. But don't overreact or but because you are at last about to sample 

than a company of Rubik's cubes! You're you could make a mountain out of a molehill the happiness you deserve after going 

Dest off leaving a man to his own devices, ana provoke a situation out of all prooor- through some harrowing experiences. Wny 

Decause if you get sucked into his ego. then tion. Logical thinKing and reasonable rano- move into a fresh social scene — r.ow 

vou'li be captivated for the wrong reasons, naie will overcome any hysterical drama. P^P'^ could be the answer to your prayers. 
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Reading the newspaper 

Headline 1 matches article D. 
Headline 2 matches article C. 
Headline 3 matches article E. 
Headline 4 matches article B. 



Answers 




Headline 5 matches article A ^0^^^ 

Kicking off = starting 
Bash = party 
Songsters = singers 

Accommodation 

1. WC1 Grays Inn Roaa. 

2. pw = per week. 

DHSS = Department of Health and So^' ■ security. 
Kit/bthrm = kitchen and bathroom. 
Inc = including, 
tel = telephone. 
s,c = self contained. 

3. £35 

4. A room = a bedroom in a shared house. 

A bedsit = a room with bed and cooking facilities. 

Aflat = rooms for your own use including bedroom, kitchen, bathroom, own front door. 

5. No tenants on benefit. 

Looking for a job 

1. 4. 

2. 2 

3. BSM Driving Instructors; Diploma Courses in Secretarial Accounting, Computing; Driving Instructors. 

4. So that those people looking for )Obs will see them - perhaps unemployed people or people who 
want promotion or a change of job 

5. Check the letter. 

Who reads what? 

1. 3,164727. 
Z 439.849. 
3. The Sun. 

Check your research notes with your tutor. 

Applying for your TV Licence 

Check the completed form. 

Paying for your TV Licence 

1. £5p.amore. 

2. Check the completed form. 




Making notes from the TV 

Explain to a tutor. 



Trivia 



Check your writing with a tutor. 



Answers 




Using a video recorder 

Student demonstrates to tutor. 

Using a remote control 

Explain to a tutor. 

Writing to the newspaper 

Check your letter with a tutor. 

Confidence in the Press 

1. Great Britain. 

2. Spain. 

3. West Germany. France, Italy and Spain. 
4 Great Britain and Ireland. 

The Problem Page 

1 She is a liar. Her father hates her. Her mother never stood up to her father 

(Note: this is very subjective! you may disagree with these answers and may be right). 

2. The boy is spiteful. How can she deal with it? How can she make him behave in her own home'> 

3. Check the answer with your tutor. 

4. Check the role play. 

Your Stars 

Check your answers with a tutor 
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Access Skills 

• Obtaining information on a property 
-WP. Stgl 

• Making a complaint to the Council by 
telephone/role play - WP. Stg 1 

• Organising a move 



Instructions 

• Giving instructions on how to hang 
wallpaper -WP, Stg 1 



Letter Writing 

• Letter of complaint to a builder 
WP.Stgl 



Reading articles 

• Reading an insurance policy -■ 
WP.Stgl 

• Reading a mazagine article on Beat 
the Burglar - WP. Stg 1 

• Reading a newspaper article on the 
problems of mortgage replayments - 
WP.Stgl 



Forms 




• Reading a Mortgage Application 


form -WP. Stg 1 




• Filling in an application to vote form - 


WP. Fdn 









Numeracy 




• 


Working out the cost of buying your 






Councii house 




• 


Calculating the unit price of a carpet 




• 


Paying for bedroom furniture 




• 


How much does it cost to keep warm 




• 


Calculating how much you can 






borrow 





HOUSING 





Maps 



Using a map to find local facilities - 
NP. Fdn 



ERIC 
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Calculating how much you can borrow 



HOUSING 




■gp Skills you need before you begin: 

• Reading for information. 

• Adding and multiplying. 



When buying a property you need to borrow money from o bonk or building society. 

The foliowing article from What Mortgage', June 1991 tells you approximately how 
much the financial institutions will offer you and your partner. 




Read the article: 

Using the given information, work out the 
maximum amount of money you con spend. 

Your building society will lend you two and a 
half times your income, and one and a half 
times your partner's income. 

Use a calculator if you wish. 



Your income: 

Your partner's income: 

Savings: 

Balance from previous 
house: 



£16,000 per annum 
£15,250 per annum 
£2,450 
£6,000 



How much can you afford? 



Income per year 


X lender's multiplier 


X 


Partner's income per 




year 




X lender's multiplier 


X 


MAXIMUM YOU CAN 




BORROW 




-f your savings 


+ balance from 




previous house sale 




MAXIMUM YOU CAN 




SPEND 





HOW MUCH CAN I 
BORROW? 

The amount you can borrow for a 
home depends largely on your income 
and the value of the property you want 
to buy. 

Building societies and banks will 
usually offer you a maximum of 
between two-and-a-half and three 
times your income, plus about one or 
one-and-a-half times a second income. 

But they vary in the ways in which 
they work out multiples. They may 
instead add the two incomes together, 
and multiply them by two or two and a 
half. 

Some will consider regular overtime 
or spare-time earnings. Self-employed 
people may be asked to produce 
accounts. Most lenders will accept two 
single people as joint owners. If three 
or more pople are sharing 
responsibility for a mortgage, you will 
need a speciaJ legal agreement. 

Don't be too ambitious about the 
size of the loan or you could be in for a 
shock if interest rates spiral or one 
partner stops working - for instance, to 
start a family. 

Don't rely on the lender s judgement 
when there*s a lot of mortgage money 
around and you are offered the 
maximum loan. If, however, the market 
is tight, it may be worth waiting until 
the lendei*s have more money to offer 
you. 
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'jjjg Skills you need before you begin: 



• Reading forms. 

• Identify information needed. 

• Giving an oral report. 



Reading a Mortgage Application torm 




Building Societies and banks require a great many personal details about you and your 
partner when you wish to apply for a mortgage. 

On the next page is part of a real mortgage application form from the Bristol & West 
Building Society. As well as your personal details, they request information on your 
present housing and employment situation. 



Read the first part of the form. 1 -20, carefully. Note down any words you are unsure of 
and look them up in a dictionary, then read through the form again, checking on 
I those details. 




wri Tell a tutor how you would complete the form. 




ERIC 



You can use this for Wordpower Stage 1 Unit 1 Element 1 



Reading a Mortgage Appllcotion tem 



HOUSING 





8 «<«.Of<l«J ARd-f-SI voj ' 



Have vou evtf cwn -n arrears a">' 
9 ci'Mi'ift du'v'Ous lOd"' 



adtlfoss."' ^ 
Telephone No L 



o'th«aDovr 



IS (H,^ appi'CA'T < -n respect <-.' 



Present Housing 
12 



Income 

O'.rrr tftfof^.p 
K^ortgaer RrntSubsiOv 



1 ve.vs aud-;rO atcog' 



18 S-^u'CCO! 



Outgoings 
19 

20 Oi^f't'rd.ntffji! ca"J* H' c; 
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Obtaining information on a property 



HOUSING 



^Jja Skills you need before you begin: 

• Asking questions clearly and confidently. 




You and your partner are keen to purchase a reasonably priced terraced house near 
the centre of the town. 

You have viewed the property and having talked things over with your partner, you 
would like to know more about the house. 




A TWO BEDROOM TERRACE'^ HOUSE 
IN GOOD DECORATIVE ORDER 

Two bedr(X)ms with built-in wardrobes, west facing 
lounge, good sized kitchen/dining room, mcxlem 
bathroom, part UPVC replacement windows, replumbcd 
and re* 'red. new roi>f and guttering. Vcr\' good order 
throughout. Garden. 



• With a tutor, role play the situation of obtaining more information about amenities 
and the sale of the house. 

- Student -acting as the buyer 

- Tutor - acting as the vendor. 

• The queries you have about the property are the following: 

- car parking facilities? 

- power points in the kitchen - how many? 

- fitted shelving in the lounge - it is remaining? 

- carpets, curtains - are they included in the price? 

• Ask the vencfo' for answers to the above queries. 
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You can use tnis for Vv'oraDOwer S'aae 1 U^.t 5 E:ement 2 
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Residing a newfspaper article on the 
problems of mortgage repayments 



Sidlls you need before you begin: 

• Reading newspaper articles. 

• Finding key information. 

• Reporting clearly in writing. 



HOUSING 



Due to a variety of reasons, many people find it difficult to repay their mortgage 
repayments and icons each month. 

The article on the next page reports on a couple's experience of financial difficulties. 
Read the article carefully, make notes if you wish. 

1 . What do these words means? 

a) Repossessed. 

b) Self-employed. 

c) Recession. 

d) Arrears. 

2. How many houses hod been repossessed between March 1 990 and March 1 991 ? 



3. What events occurred in the lives of Mr and Mrs Train which led to them falling 
behind with their mortgage repayments? 



4. What was the total cost of their mortgage and loan? 



5. What did the judge state the couple should pay over the next two years? 



You con use this for Wordpower Stage 1 Unit 1 Element 
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Reading a newspaper article on the 
problems of mortgage repayments 



HOUSING 




Couple's bleak house 

ByRBMryO'Brten 

Mr and Mrs Glen Train: struggle to find £76 a week 



One in 12 home buyers is 
now two months or more in 
arrears with mortgage 
repayments, according to 
Shelter. The number of 
homes repossessed more 
than doubled, to 47,900, 
during the 12 months end- 
ing in March this year. 

LIKE thousands of young 
married couples, Mr Glen 
Train, 36, and his wife Mi- 
chelle, 22, were both working 
when they bought their two- 
bedroom pre-1900 terrace 
house in Thirlmere Avenue, 
Hull, for £8,500 in 1985. 

With his earnings as a self- 
employed bricklayer and her 
wages as a clerical assistant, 
they felt able to manage a 100 
per cent mortgage from the 



Abbey National. 

They later borrowed an 
additional £4,000 from Cedar 
Holdings for a new roof, new 
windows and other necessary 
repairs. Then came two chil- 
dren, Jenna, now 20 months, 
and Kristian, live months — 
followed by the recession. 

Mrs Train had to give up 
her £90-a-week job to look 
after the children, and her 
husband's earnings of 
between £200 and £250 a 
week were cut by half 
because of lack of building 
work in the last three years. 

No longer able to keep up 
with repayments of £130 a 
month on their mortgage and 
£120 a month on the loan, 
they quickly got into debt. 
They now owe £700 arrears on 



the loan and a month's 
arrears on the mortgage. 

Last week, Cedar Holdings 
took them to court seeking re^ 
possesion, but the judge gave 
the couple two years to pay 
off £6,00j capital and interest 
outstanding on the loan. 

From an income reduced to 
£100-50p a week unemploy- 
ment benefit when Mr Tram 
can*t get work plus £7-25 a 
week for each child, they are 
now struggling to meet £40-a- 
week repayments on the 
mortgage and £36 a week on 
the loan. "I will not be able to 
meet the payments unless I 
can get work/' Mr Train said. 

*'When I bought the house 
it was one of the best things I 
had ever done, but I am sorry 
now. We thought wc could 
manage, but obviously not." 



C'. The Daily Telegraph pic, 1991 
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Working out the cost of buying your 
Council house 



HOUSING 



Skills you need before you begin: 
^ • Subtracting in 1 OOO's. 




Large discounts are now available if you want to buy your council house or flat. 

Tenants who have been resident for 2 years or more can receive between 32% and 
707o off the market value of their property. 

Your local authority will tell you how much your home is valued at when you apply to 
buy, and also what discount you qualify for. 



Table 1 : Actual Purchase price to you 



1 . Using the table opposite 
work out how much you 
will need to pay if your 
property is worth £20,000 
and you qualify for a 
discount of 44%. 

2. Ifyou have £1,500 in 
savings to put towards the 
cost of buying your 
council house, how much 
will you need to borrow? 



Look at Table 2 to work out the cost of your mortgage repayments per week. 



Discount 


Purchase price after discount 


Property worth 




£20,000 


£50,000 


£80,000 


32% 


£13,600 


£34,000 


£55,000 


44% 


£11,200 


£28,000 


£44,800 


50% 


£10,000 


£25,000 


£40,000 


60% 


£8,000 


£20,000 


£32,000 



3, Ifyou borrow £10,000 over 
20 years, how much will 
your repayments be per 
week? 




Table 2: Weekly mortgate repayments 


Period of 
loan 


Amount borrowed 


£10,000 


£15,000 


£20,000 


£25,000 


25 years 


£22.64 


£33.% 


£45.28 


£56.60 


20 years 


£23.97 


£35.94 


£47.93 


£59.91 


15 years 


£26.57 


£39.86 


£53.15 


£66.43 


10 years 


£32.50 


£48.77 


£65.01 


£81.27 





Remember that mortgage rates go up or down and the amount payable will change 
from time to time. 
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Organising a move 



HOUSING 



Skills you need before you begin: 

• Finding key information. 

• Sorting information. 



There are many things to do and remember 
when you are moving house. 

Read the list below to help give you 
some ideas. 

• Make a checklist of things to do to help 
the move go smoothly. 




ONE WEEK BEFORE 



WHO TO NOTIFY 




Send Off new address 



Hire purchase companies ^"^^"^^ 



cards 



Read electricity meter ^^^^ 



Banks 



Cancel deliveries 

carpets or floor coverings 
Schoo/s 

Lobet oW your boxes ^^^^^^.^^^ ^nd water boards 

^e^epnor^ecort^panY 

Save newspapers for packina 

Gas board 



Core of 



an/ma/s 



Mar^ge^ofvour 



Dentist 

meters to be read ^^.^^^^ 

Stock up on boxes 

'®cf cooker 
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Reading an insurance poiicy 



HOUSING 



Skills you need before you begin: 

• Reading for information. 

• Using a dictionary. 




Read carefuliy the Home 8c Contents Policy section on buildings on the next page. Then 
answer These questions. 

Section A 

1 . Would your policy cover you if a tree fell and damaged your fence? 

2. Your kitten has scratched a chair cover through to the padding. Would the 
insurance company pay for a new cover? 

3. In a recent gale your television aerial was blown over, would the policy cover the 
cost of repair or replacement? 

4. Whilst you are in the house, the washing machine overflows and floods the 
kitchen. Would the policy cover you? 

5. The hot summer brought subsidence cracks to the back of your house; the 
surveyor confirms this. Will the insurance compan y pay the full amour it. if not, what 
is the excess? 

6. The chip pan was left unattended and the hot fat overflowed onto the gas cooker 
and started a serious fire. The kitchen was gutted and there was smoke damage 
throughout the flat. Will the policy cover you? 



Section B 

Now use a dictionary: 

Have an attempt at guessing the meaning 
of these words and then look them up in a 
dictionary. 



7. 


Commotion 


8. 


Malicious 


9. 


Vandals 


10. 


Subsidence 


n. 


Defective 


12. Foundations 




Section A - You can use this for Wordpower Stage 1 Unit 1 Element l 
Section B You can use this tor vyordpower Stage 1 Unit 1 Element 3 (A) 
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Reading an insurance policy 



Home and Contents Policy 




WewiUpoyfor 



We will not poyfor 



A. The Boiic Cover 

Loss O' or ao'^oqc 'O Bo 'd -OS 
.>0' '^oyo^e 



1 V"'^Oi''«'^ 



^ Fc^l.r,qt.eesO'•C'c:■'^.•-e^ 
^0 Fc.l '-q ecf • -a i"" 



TKe oo^c^r^i ot me Excess s'-o^^n 



;oss o' acfroqe coysco Dy oe-sors 
. cr oomoqe coused wh.le i-e 

OcmoG? coysed bv *fos« 
.osso-o' oorioqeio hedges goies 
1-3 *e"ces 

•^".r-oae lo^seo wn.ic ihe Horr^e s 
-c;'..'-'.-o 

- ,c'.so'Conioqecoysedb¥Yoyor 
foy Fof^.iY or lenoms 

LOSS o' domoge occu'-nq wh.Ie »he 
r*ome s (j-^occupied 

- '.:-r-oqecoy^edbydomest.cpe«s 



We will pay for 



" Subs.denc 



•^"■ch the 8u.ld.n, 



eorneoveorf^c5..ec 



'9* S'oro o' 



Acc.denro(doa,oge.o,heHon,e 



HOUSING 




We will not poyfor 




" iioooi. 

'h<?sarre..,r,« * ^^o'^oged ot 
Damage fo potHj dr.y., 
P--.woi.,g3,es d 

--o.wo.,.,.:-o'::rr^ 



The omounio/thef-^... . 
W Schedule 

^°'"Cgeeousedwh.feth*M 
'-.'^•orUncccopJd 
Domogewh.ch.,,p„,^.^^, 

-coded e.ewh.,,..Sec°oo,.. 
Ouildingj " ' 

TJ^hecostofrro.n.enonre 
Don,ogeco.,edb. 
ihr.nkogeofthtBu.Id.ng, 

Da«,ogecousedb.wearond,.or 
cr-o,pher.cc,cl..o,.ccond.," 




Letter of complaint to a builder 



HOUSING 



Skills you need before you begin: 
• Writing formal letters. 




The roof on your old house needs replacing. The contractors you decide to employ 
suggest it would be a good idea at the same time to replace the old guttering and take 
down a chminey which you no longer use. 

The re-roofing is carried out satisfactorily but in the process c number of problems 
occurred. 



1. The first time it rained you found the 
new guttering leaked! 

2. In taking down the chimney, they covered 
your new living room carpet with soot. 

3. As the scaffolding was taken down, a large 
bedroom window was shattered. 



You are outraged, you feel it is necessary to write to the builder before paying his bill. 




BuUder^s name and address 

Bodgers and Clangers Ltd 
4 Ship Street 
New Town 
Wessex 



Write a letter of complaint using the information above, giving today's dote and using 
your name and address. 



You can use this for Wordpower Stage 1 Unit 4 Element 
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Calculating the unit price of a carpet 



HOUSING 



-{ii^ Skills you need before you begin: 

• Calculoilngarea. 

• Division, multiplication. 



You decide you need a new carpet foryour living room. You hove a budget of £180.00 
and need to l<now the price of the carpet per square metre. 

You measure the room and make a floor plan as shown. 




|50cms 



1.5m 



4m 



5m 



1. Calculate the area of the room. 



2. What is the most per square metre you can afford to spend within your budget. 



ERIC 



1^5 ^' 




Skills you need before you begin: 

• Reading instructions. 

• Giving oral information in an appropriate order. 



Rooms rarely have perfectly square corners, and doors and windows are frequently not 
straight. To help you hang wallpaper straight Do It Yourself books offer some useful 
guidelines. 

• Read the 4 easy steps, on How to Wallpaper Walls: 









► 





Cut the paper into a suitable length. 
Make a mark ' :" less than the width of 
the roll Usinii a plumb-line or spirit 
level, draw a vertical line. 



Carry the looped sheet to the wall. 




l*astc the paper then fold the two 
lencths end to middle. 




Position the paper with the edge 
parallel to the guideline. Run the 
bmsh over the paper to smooth out the 
bubbles and trim off the surplus paper 
top and bottom. 



• Tell a tutor iri your own words how to wallpaper a wall. 



You can use this with Wordpower Stage 



Element 2 
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Paying for bedroom furniture 



HOUSING 



Sidlls you need before you begin: 
• Adding and subtracting in pounds and pence. 




In the local newspaper you notice a 20% sale at your local furniture store. 
You decide to buy some furniture for your bedroom at the sale price. 




20Z 

OFF 



HEW PURE WHITE 



bSEW PURE WHITE 

favourite. Don^twslhesartigsnltes^abrangt 



BEDSIDE 
CABINET^ 

TdrawEr ^ 

500mm CHEST 



OlUMlPn* ^11 nn 



3 DRAWER 

750mm CHEST 



£29.99 



5 DRAWER 
CHEST 



£49. 



You decide to purchase: 
1 bedside cabinet 
1 750mm chest 
1 single wardrobe 



Use a calculator If you wish. 

1 . How much will you pay in total? 



TALLBOY 
CABINET 



£49.99 



£39^ 




2. You give the cashier £1 00.00 in cash. How much change will you receive? 
(The change is to be checked without the use of a calculator). 
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How much does it cost to keep warm? 



HOUSING 



^jjjp Skills you need before you begirt; 
• Adding and multiplying in money. 




The cost of keeping warm in the winter months can be very high, especially when it is a 
long cold winter. It is a major expense in any household, especially for those who are at 
home all day, e.g. young mothers, unemployed people, the elderly. 

The cost of keeping warm depends on a variety of factors: 

• the fuel you use 

• the sort of heating you have 

• the standard of insulation in your home 

• the size of your rooms 

• the amount you use your heating. 

Below is a table to show the average figures to keep warm. 




living room only 



1 




fuliy 


1 heated 


; 1 



1 bedroom fia! 



fuily 



heated 



3 bedroom house 



£6.20 



£4.60 



£8.80 



£5.70 



£10.25 



£13.50 



£16.00 



£30.30 



£7 70 



£15.50 



£11.10 



£13.00 



£7.80 



£14.40 



£6.70 



£12.10 



£11.70 



£13.60 



£8.50 



The costs are for an average winter week ( 1 990 prices), and lor all day heating They do not include starxJing 
charges or maintenance costs. The fuel costs were calculated on the Energy Targeter computer program 

• Answer the questions on the next page on the cost of keeping warm. 
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How much does it cost to keep warm? 



HOUSING 




ERIC 



Use a calculator if you wish. 

1 . If you are heating the living room and you have an open fire with a back boiler, 
what would the average cost per week be? 

2. In a one-bedroomed flat compare the cost of gas central heating to o color gas 
cabinet heater. What is the difference in the cost? 

3. In a three-bedroomed house, how much would it cost each month to heat, using 
Economy 7 Electricity? 

4. What is the most expensive form of heating? 

5. Can you suggest any money saving tips to help reduce the heating bill? 



1/ 
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Filling in an application to vote form 



HOUSING 



>^ SIdiis you need before you begin: 
• Reading forms. 



• Completing forms. 




You con only vote in elections if your name appears in the Register of Electors. 
A nevj register is published each year. 



By law. if you are a householder, you 
are requested to complete a form 
giving information to the Electoral 
Registration Officer, about people 
eligible to vote in your household. 



Register of Electors 
1992 



If you are unable to vole in person, 
eg. if you are blind, physically 
disabled, or work regularly takes you 
away from home, you are entitled 
to apply for o postal, or proxy vote. 

• Here Is an example of a real 
form issued to householders to 
help compile the register. 
It is called 'Don't lose your 
right to vote'. 

• This is port of the form you 
need, read it through carefully, 
using the notes for guidance, 
and then complete it when 
you are ready. 



«W»*nttt»nofihePeop»eActs 

^our right to vote 

About this form 

'he electoral reg,s,ra,,ono£r«^^^^^^ 
Remember ,o ,ndude rhp ™' 

The qualifying date for .h! '°° 

need not wak un»«?!"' 1° October 1991 

Checking the register 
Unable to vote in per««7 

vote .n person « a ^S l^'^T -""o' 
avvay on hohday. Ask the voo are 

l"^"ier details registration offeer for 



You con use this for Wordpower Foundotion Unit 3 Element 1 and 2 
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Filling in an application to vote form 



HOUSING 




P!«serMd the notes below DOIl't lOSG VOUF rlffllt tO VOtG 

using BLOCK LcTTcnS v ^— ^ 



No o\ flat, bedsit 

or floof (where No of house lor name if noi numbered) 
applicable I 



followed by name of street, road, eir followed b y remainder of address and postcode 



^l^^^i^^me^r^t^pnnte^he^ are correct and tf necessary, add, delete or amend) | 3 yeir^otds Service 



Please read the notes below about who to include and who not to include Then write heie the 
names of all those including yourself living in yout household on 10 Oetobtr 1991 who are British, 
othtr CommoRwtalth or Irish citlztflS and ate agtd 16 or ovtr on thai dale 
Mr Mrs 

Miss etc Surname iBLOCK LETTERS PlEASEl full forenames iBLOCK LETTERS PLEASEi 



If 70 0( ove( by 
Please gtve februaty 
dates of bulh of ,992 enter 7 



16/17 year olds 



isee note on jury 



Pay Month Year service btiowi 



5 No one eligible 



II no orve (including yoursetf) in household should be included m part 2 
above, please write 'N0 Mt' m part 2 and gtvt tht rMMn: 
eg e^^pty properly. occuCHed by persons not eligible to register, non residential, 
service personnel having madeaservice declaration 



6 Other households 



7 Declaration 



|i IS an offence to give false information in completing this foim 
/ declare thai to (he best of mv Knowledge and behef (he parlicuuvt 
given m this form are true and accurate ana all (hose venose names 
are entered are British citi/ens other ConimofWP<iith nti/ens or 
Citizens of the Republic of Ireland 



Is where you live pan of a house or other property that has ^ 
been converted into flats or bedsits'' If so. please state how \ 
many individual fiats or bedsits there are so that the electoral — - — 

legistration officer can make sure that the people livmg there ""^^ "^'^ • 

^r.n...n.fnrm ^1^^ 



Signature 
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Reading a magazine article on 
'Beat the Burglar' 



liS^ stalls you need before you begin: 

• Reading for understanding. 

• Reporting on the relevant points. 



Hi) 



pi 



Read the article on 'Beat the Burglar'. 



jHEFACTS 

'Cu earlier this year 
j revealed that! 

door or window 

^81) per cent happen when 
^ the house is empty 

. 60pcrcentofburglarsget 
^^fhrough a window 

^ 81) per cent are chance- 
thieves and no' 
professionals 

.Sutvev of 1.400 people 
1 "n 23 February 1991_ 



Tell a tutor: 



' ^^"^^ lights on and 
•^""ains drawn wh 

' ^ ^'S'bie burglar . I 

■--sS^-esor 

*'"^g'arsasSef'"'"S 
behind. '^^"'o^vork 

■ *^''<^ck that gates f 

garages and sS; "*"^^- 
secure. °^ 

■ ''"you Jive in a fjo. 
'^'^P''oneen'"'''^''««^ 
g'vesa/J ther^i^"^'" 



■ absence 



1 . Three statistics on burglaries, taken from 
the survey conducted for Crime Prevention Weelc. 



(Si Norwich Union s Aspire Magazine 



2. Give 5 good tips to help keep your home more secure. 



You can use this for Wordpower Stage 1 Unit I Element 1 (A) 
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Making a complaint to the Council by 
telephone/role play 



HOUSING 



Skills you need before you begin: 

• Presenting information in o sensible order. 



There is a new law controlling the cleanliness of rented properties, i.e. bedsits, flatlets, 
houses, hostels or bed and breakfast hotels. If a landlord does not follow the new 
regulations, the Council can be informed and steps are then taken by the Council to 
put things right. 




Read the leaflet. 

You live in a bedsit and you 
are unhappy about the 
following: 

• a broken fire escape 

• lack of rubbish bins 

• a cracked bath. 



or flatlet! "'eakfast hotel 



Anyone Who lives In a bedsit 

(HMOs). Local councils have 
specific powers that thev Mn , 

vvtien dealing wth HMOs ""'^ 



Cleanliness Of restaurants 

• ir,%^^«^"a"onal, standard 
set of regulations that apply ,0 
a" houses, multiple occupa^. 



■ V?glSr'''«^"«t to «„d out about your 



Role ploy with a tutor face to face, or using the telephone: 

- moke 0 complaint to the Council about the three problem areas, and seek their 
advice. 



Vou can use this tor Wordpower Stage 1 Unit 5 Element ' 



1 1 
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Using a map to find iocal facilities 



■"J^ Skills you need before you begin: 

• Understand the 4 points of the compass. 

• Give directions. 




ERIC 



You are about to move into a property in Ham Road with your family, including three 
children. 



::-\ 




(Q) Crown Copyright 



Using the mop tell your tutor: 

• Which route you would take from the property to East Sutton Railway Station. 

• Which route you would take from the property to the Town Centre. 

• Which route you would take from the property to St Paul's School. 



You can use this for Numberpower Foundation Unit 6 Element 
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Calculating how much you can borrow 

Income per year: £16,000 x lender's multiplier: £40,000. 

Partner's Income per year: £15,250 x lender's muitiplier: £22,875. 
Maximum you can borrow: £62.875 Savings: £2,450. 
Balance from previous house: £6,000 Maximum you can spend: £71,325. 



Answers 




Reading a Mortgage Application form 

Check student comprehends sections 1-20 on the Form. 

Obtaining information on a property 

Check that questions were asked in an appropriate manner. 

Reading a newspaper article on the problems of morgage repayments 

1. a) Repossed: bank or building society taking back the property, in order to recover their 

loan. 

b) Self-employed: working independently and being personally accountable for payment of 

income tax ana National insurance. 

c) Recession: a period of economic decline. 

d) Arrears: depts outstanaing when the date for payment has passed. 

2. 47.900. 

3. Mrs Train had to give up her job: 

Mr Train's earnings were cut by half; the recession. 

4. £12,500. 

5. '£6,000 capital and interest outstanding on the loan'. 
Working out the cost of buying your Council House 

1. £11.200 2. £9.700 3. £23.97 

Organising a move 

Check a checklist has been made. 

Reading an insurance policy 

I. No. 2. No. 3. Yes. 4. No. 5. No, £500. 6. Yes. 

7. Noisy disturbance or outburst. 

8. Intending to do harm. 

9. Person who wilfully destroys or damages property. 

10. Sink lower in the ground. 

II. Faulty. 

12. Solid ground or base on which a building rests. 

Letter of complaint to a builder 

Check that a letter of complaint has been written. 

Estimating the unit price of a carpet 

1. 20 sq. metres 2. £9.00 
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Giving instructions on how to hang wallpaper 

Listen to instructions. 



Paying for bedroom furniture 

1. £67.97 2. £32.03. 



Answers 




How much does it cost to Iceep warm 

1. £5.90. 2. £7.90. 3. £62.00. 



4. Fan heaters and bar fires. 

5. 1. Draw curtains when it gets dark. 

2. Use a low setting for a long time. 

3. Turn off heating in rooms not in use. 

4. Don't put furniture in front of radiators. 

Filling in an application to vote form 

Check form has been completed correctly. 

Reading a mazagine article on 'Beat the Burglaf 

Answers for 1 and 2 are clearly stated in the article. 

Making a complaint to the Council by telephone/roie play 

Ci .eck that the questions were asked in an appropriate manner or that a role play took place. 

Using a map to find local facilities 

1. Turn right into Ham Road, and continue north to the Station. 

2. Turn left into Ham Road and right into Brighton Road. 

3. Turn right into Ham Road third turning left into Chesswood Road, 
St Paul's School on the right-hand side. 



n 
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Giving Information 

• Cystitis -WP.Stgl 



Writing about your own Ideas 

• Some queer ideas - WP. Stg 1 

• Smoking - WP, Stg 1 



Reading for Information 

• Teeth -WP.Stgl 

• Head lice -WP.Stgl 

• Some queer ideas - WP. Stg 1 

• Smoking - WP. Stg 1 

• Eye tests -WP.Stgl 

• Breast cancer WP. Stg 1 

• Mind your back WP. Stg 1 

• Salt -WP.Stgl 

• Fibre 



Using Instructions 

• Sugar -WP. stg 1 



Getting Information 

• Sugar -WP.Stgl 



Writing Letters 

• Writing letters -WP.Stgl 

• Healtti at work -WP.Stgl 



Filling in Forms 

• Getting help -WP.Fdn 




Using Reference Books 

• Teeth -WP.Stgl 

• Reference work - WP. Stg 1 

• Some queer ideas - WP. Stg 1 

• Health at work -WP. Stg 1 



HEALTH 




Reading graphs charts & tables 

OAPs 

• Spending on health 

• Drinking - WP. Stg 1 
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Health at work 



Skills you need before you begin: 

• Using the dictionary. 

• Writing a letter. 



Your health can be affected by the 
lighting at work especially if it is 
fluorescent lighting. 

Read the information 'Health 
Hazards of Fluorescent Lighting', 

Section A 

• Look up in o dictionary any words 
you don't know. 

• Jot down their meanings. 

• Give the meanings of : 
symptoms fatigue 



malaise 

Cortisol 

diuretics 

Section B 



intensity 
variation 
hyperactivity 



Write a letter to your manager at 
work or to the Centre Manager 
where you study. Ask them to 
replace the fluorescent lighting 
and say why. 




Health hazards of 
fluorescent lighting 



Known effects and their likely 
causes 

The following is a hst o1 symptoms and diseases known 
to De linked to exposure to fluorescent lighting 

A Heaaache. eyestrain, eye irritation, fatigue 
difficulty m concentration, increased rate of 
misfuagements and accidents, malajse and irritability 
can De caused Dy noise, glare and flicker from 
fluorescent lighting 

A Increased stress (which may in turn lead to heart 
disease) can a-'ise from increasing the intensity o^ 
artificial light with fluorescent tuDes " It has Deen shown 
that increased use of artificial light (rather than natural 
light) affects the levels of hormones in the Dody 
particularly the hormones associated with stress, such 
as cortiso' 

Variation in brightness, as provided Dy daylight, is 
necessarv tor tne normal functioning of the Doay s 
rnythms Tne monotonous illumination of fluorescent 
lighting may aiso add to the changes in hormone 
production 

▲ Allergic skin reactions and dermatitis can De 
caused Dy exposure to fluorescent lights. An unknown 
number of people suffer from cutaneous light 
sensitivity due to fluorescent lights. This means that not 
only can they Decome allergic to fluorescent lighting Dut 
they can Decome more sensitive to ordinary sunlight 

Certain long-term, mild skin diseases can Decome 
worse if the sufferer is exposed to fluorescent light 
Some medical drugs (including some tranquillisers. 
antiDiotics. heart drugs and diuretics) can make you 
particularly sensitive to UV radiation (photosensitivity) " 
SKin eruptions then occur even with the small doses of 
UV nn the 300-320nm wavelength ;ange) emitted Dy 
white fluorescent lights 

▲ Hyperactivity has Deen linked to the flickering 
produced Dy fluorescent lighting Microwave emissions 
from fluorescent lighting are also suspected o^ 
contriDuting to these Dehaviour disorders Otner mtid 
Dehaviourai disorders in children may De maae worse 
Dy working at school under fluorescent lighting " 



You can use this for Wordpower Stage 1 Unit 1 Element 3 (A) 
You can use this for Wordpower Stage 1 Upit 4 Elennent 3 (B) 
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'jUp Skills you need before you begin: 
• Reading for information. 



Eating too much salt can be bad for your health. 
Read the information below. 



On average we eat about 10 grams of salt a day. That's two 
whole teaspoonfuls. More than half the salt we eat Is added 
by food manufacturers during food processing. Less than a 
quarter is added either during cooking or at the table and 
the remaining quarter is naturally present in food. 

Everyone needs some salt, but most people don't actually need 
more than 1 gram a day. As long as you eat a good variety of 
food, you'll get plenty of salt without having to add any extra. 
Reducing salt will lessen your taste for it. 

For some people, eating too much salt can lead to high blood 
pressure, which in turn causes heart disease and strokes. 

At the mom.ent there's no way of knowing in advance which 
people are likely to be affected by salt in this way. 




• Answer these questions in sentences. 

1 . How much salt do we need per day? 

2. How much salt do we eat per day? 

3. Whet kind of health problems can be caused by too much salt? 

4. How does most of the salt get into our diets? 

5. How much salt is naturally present in our foods? 



You can use this tor Wordpower Stage ' 



Element ' 
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Sugar 



Skills you need before you begin: 



HEALTH 
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• Reading for information. 

• Talking to others. 

• Making notes. 



Most doctors agree that we should all cut down on the amount of sugar we eat. 
See if you could reduce your sugar intake in these ways. 



Section A 

• List the things you already do 
f> List the things you could do. 

Section B 

• Inten/iew five other people. 



• Ask them if they could 
reduce their sugar intake 
in these ways. 

• Make notes or draw up a 
table to show your results. 




What mate isS' ''"W 

linings except jam and meringues 

-r;:e?s^^^^^ 

sugar-coated cereals are SoS sugar.'"™ 
□ Use fresh fruit, crispy veeetablpc n,. , 

U ^° easy on cakes and bisciiik th. 
alotof sugar to your diet 



You can use'th ifor Wordpower Stage 1 Unit 1 Element 2 (A) 



You can use this for Wortlpower Stage 1 Units Element 2 (B) 
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Drinking 



Skills you need before you begin: 
• Reading charts. 



HEALTH 




0|\n Drinking too much alcohol con cause serious health problems. 

So if s important to know how much you can drink and stay within sensible limits. 



1 Unit = 




V2 pint of ordinary beer, lager or cider; OR 

a single measure of spirits 
(whisky, gin, bacardi, vodka, etc); OR 

a standard glass of wine; OR 
a small glass of sherry; OR 

o measure of vermouth or aperitif. 




Write answers to these questions. 

1 . How many units are there in 1 pint of lager? 

2. How much wine could you drink in one week and still be within the limit? 

3. If a woman drinks a double gin every evening for a week would she be above, 
below or on the limit? 

4. Calculate your alcohol consumption last week in units. 



You can use this tor Wordpower Stage 1 Unit 2 Element 3 



Breast cancer 
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Skills you need before you begin: 



• Reading for infomiation. 



Deaths from Breast Cancer in Women 



Mortality ts Dartiuciany hign in northern Eurooe Denmark, 
the UniTecJ Kingdom tre;and and the Neinenands Amonq tn».- 
sugqest reasons are excessive weiqni and a dies joo 'i^ ' 
in animal fats 





Answer these questions. 

1 . Where is the rate of death from breast cancer highest? 

2. Where is it lowest? 

3. How many women die of breast cancer per year in the UK? 

4. Are rich or poor women more likely to get breast cancer? 

5. Is the breast cancer rate high or low in Japan? 

6. Why? 



Read the article 

'Con Cancer map-read?' 

Can cancer 
map-read 

CAN cancer map-rcjd ' The m>lnui 
ni A disease tuided like j missik- b\ 
. the amipuNN m,i\ Miund tanciltil. htji 
' \,int»tiN Gincerv h.t^e their la\<iurcil 
ccoiiraphital l(x:jli<in\ One in three 
people in hurope. <in .i\erji:e. \Mli 
eoniracl i>ne form or .mother ol the 
• dive.ise hut in some ,ire.iv it in t.tr moie 
tonimttn th.m m otherv 

• llie nsk of dyjni: ol breast cancer iv 
three times hicher in the I K. the 
Netherlands and Denmark than in 
Spain 

Che map lt>r breast cancer is alomst a 
mirror imatie ol that \oi stomach cancer 
with northern hur<ipc worst jflected 
IJre.ist cancer is a disease oj alfluente li 
IV aN' linked with .i woman v 
reprtKlucti\e lite Ihe earlier 
m^:nsiruation startv .ind the later 
nienopduse arrives, ihe greater the n^k 
IiiiN. in turn, is linked \\ilh diet Tlie 
) richer the diet, the earlier tirh reach 
wvii.il matiirit\. In Japan, which has a 
\en low iat diet. i!irlsd(^not menstruate 
until their late teens, and the breast 
; cancer rale is amonc the Itmes' in the 
• world But the rate is higher amonc 
/ Japanese families who emicrate to the 
; L nited States Ha\mc children ;.lso 
' provides some pr<MCCtii>n and. in 
' Protestant counlnc" ol m^rthern 
' l urope. the trend has Iven to ha\e 
smaller families 
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You can use this tor Wordpower Stage 1 Unit 1 Element 1 . 
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Writing letters 



HEALTH 



Skills you need before you begin: 

• Practising writing questions. 

• laying out formal letters. 

• Spelling and grammar. 



A speaker from the Terrence Higgins Trust has been invited to your Centre 
to talk about AIDS. 




You have been asked to write to him before his visit. 



1^ 



ERIC 



Write a letter. 

1. Give the address of the 
Centre and instructions 
on how to get there. 

2. Confirm the date and time 
of the talk. 

3. Write a list of questions you 
think the group will ask 
concerning common fears 
about AIDS. 



• This is the address you'll be 
writing to. 

• The speaker's name is 
James Sutherland. 




People are scared about AIDS - so they push is away. 



' ""' «dvlce for an ti"' ^''""MWing 
i-ondon 



You can use This for Wordpower Stage 1 Unit 4 Element 
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Smoking 



tjj^ Skills you need before you begin: 

• Reading for information. 

• Writing about your ideas. 



Read the page from the look after Yourself leaflet or^ the next page. 
Write answers to these questions, 

1 . What do you gain if you give up smoking? 

Make a list under these headings - Health, Social, Other reasons. 

2. How many people in this country die every year because of smoking? 

3. What are the advantages of giving up smoking? 



Personal Writing 

4. Do you think smoking should be 
banned in public places? 

e.g. restaurants, tube, cinema, 
buses, pubs. 

5. Write about your experience of 
being a smoker. 

What are the attitudes of non-smokers 
towards you? 

• How do you feel about giving up? 
OR 

• Write about your experience of being 
a non-smoker. 

How do smokers behave towards you? 
What are your feelings about smoking? 



You can use this for Wordpower Stage ^ 





You can use ttiis for Wordpower Stage 1 Unit 4 Element 2 (B) 
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Smoking 



HEALTH 




Nobody pretends that giving up smoking is easy. But a 
lot of people have managed it, and so could you. 




Here are some of the reasons for giving up: 

■ Cigarette smoking increases your risk of 
lung cancer which kills over 3 8,000 people 
in the United Kingdom every year.That^ 
one every 14 minutes. 

■ Smoking increases your risk of heart 
disease. Tlie average smoker is about twice 
as likely to die of a heart attack than a 
non-smoker. 

■ The average smoker is much more likely 
to develop chronic bronchitis -a crippling 
lung disease which kills over 24,000 people 
ayeax. 

■ Out of every 1,000 young people who 
smoke, six will be killed in trafi&c accidents 
but 250 will be killed by smoking. 

■ In this country every year 50,000 people 
die before their time because of smoking. 

■ On average a smoker shortens his life by 
about Si minutes for each cigarette smoked. 



Here's what you'll gain when you do give up: 

■ Your chances of avoiding a heart attack,, 
bronchitis and lung cancer will start to 
improve. 

■ You won't be so short of breath. 

■ You'll help that smoker's cough. 

■ No more yellow fingers and teeth. 

■ Your breath,your hair and your clothes 
stop smelling of stale tobacco. 

■ If you are pregnant, your baby will stand a 
better chance of being bom healthy. 

■ Your children will be less likely to smoke. 

■ You'll save money. 

There's a booklet that will help you give up 
called 'The Smoker's Guide to Non- 
Smoking! You can get a copy from your local 
Health Education Service, or from The 
Health Education Council, 78 New Oxford 
Street, London WCIA I AH. 




AFTER 
SELF! 



The Health ftiucatlon Goundl Helping ycxj to better health 

78 New Oxford Sire«(. London WCIA lAH 
CL 500M AS3 
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Teeth 



Skills you need before you begin: 
^ • Reading forms. 
• Filling In forms. 



How much do you know about your teeth? Read the questions and answers on the next 
page, then . . . 

Section A 

Use a dictionary to write down the meanings of these words. 

♦ malnutrition 

♦ affluent 

• fibrous 

• contagious 




Almost one third of adults in 
Great Britain are without a 
natural tooth to call their own 
and this perhaps suggests that 
teeth are a low priority. 



Section B 

Write answers to these questions: 

1 . How many adults in Great Britain have none of their teeth? 

2. Can you catch gum disease from someone else? 

3. Is brushing your teeth enough to stop decay? 

4. Will an apple a day help clean your teeth? 



You con use this for Wordpower Stoge 1 Unit 1 Element 1 (B) 



You can use this for Wordpower Stage 1 Ur^it 1 Elerrient 3 (A) 



Teeth 
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HEALTH 




How much do you know -about dental disease? 



Is it important to eat plenty of the 
1 right foods during tooth 

development to ensure sound teeth? 



Neither malnutrition in the mother 
yr^ during pregnancy nor in the child 

^--^^ ^0 itself appears to have any effect on 
susceptibility to tooth decay. Decay is 
mainly a problem of affluent nations! 



Do demands on the body, e.g. YES^ 
pregnancy affect the teeth directly? " ffQ 



HO 



The teeth, once formed, are not used 
as a depot to maintain blood Calcium ^ • 
levels (as are bones) and are ' 2 1 

therefore not specifically affected by 
pregnancy (as are gums). 



Can teeth decay before they even 
appear in the mouth? 




Decay of unerupted teeth before they 
are exposed to the other two sides of 
the dental disease triangle, i.e. 
plaque and dietary sugar, is 
impossible. 



Do fibrous foods prevent decay by 
cleaning the teeth? 




Fibrous Foods, e.g. Carrots and 
Apples have unfortunately been 
showed to be quiet ineffective in 
removing plaque from teeth. 



5: 



Does tooth brushing after meals 
prevent damage to teeth? 




Toothbrushing alone is insufficient to 
prevent decay (as opposed to 
ineffective against decay) because 5 
there are areas of the tooth surface 
inaccessible to toothbrushes bristles. 



6 Is gum disease contagious? 




ERIC 



Gum disease in the most commonly 
accepted meaning of the term, 
cannot be transmitted from one 
individual to another. 
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Getting help to pay for your tiealth care 



HEALTH 




Skills you need before you begin: 

• Reeding forms. 

• Filling in forms. 



You may be able to get help to pay for prescriptions, dental treatment, glasses and 
travel to the hospital. 

It depends on how much money you've got coming in. 
If s your right to claim this money. 

To claim your rights you will have to complete a form like this one. This is just a part of it. 

You can get this form from your GP or from the DHSS. 

It is Form AG! . 

• Complete the form. 



About children 



vou Sotst^*-'' 



*fn' .ivf *iir> ..... 
i-n *r>" .?>u VuOPC'^ 



No u. 

Yes 3 Pi«i»* wti u» ibooi th«m 



I Thes*- chiidfw will let mmjis iihe SHS o't^'^own- 
and NHS aent8i i»eiim*w i^rr anv>*dT Bo' *^ f^f-C- 
to hfHtw atXHJi tn*m Decio*" 
« n makes a diHeience to n-'^ -^ocn n»"P »ou -''^ 
your psrtw can 

• *ou fnsv t» ante to Rei w-r w fosi oi tr«- 

• vou m«v M aoie »o ne.p ».ith tnr r o« ot tfir- 
wjvei to visit soiTwne i" pf isr>r ^ 



ft«l«<loothtp to you 



3 



DC 



□c: 
□c. 

IDC 



You can use this for Wordpower Foundation Unit 1 Elements 1 & 3 
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1 , Who spends most on health care? 
Z Who spends least? 

3. What percentage do the Spanish government spend? 
4 Does Sweden spend more or less than Japan? 

ERIC . . \^., 



Some queer ideas 



HEALTH 



Skills you need before you begin: 

• Using the dictionary. 

• Reading articles. 

• Writing about your own ideas. 




Read the article, then answer the questions on the ne>ct page. 



Some queer ideas 
and maybe cures 

by M J. Grummitt. 

A few years ago when my father was alive, we sat 
talking, and I just happened to mention to him would 
he write some of the old country cures and sayings 
that he quite often told us about. One day I went to 
visit him at home. We were chatting when he said, I 
have something for you.' He went out of the room 
and came back with a book. He gave it to me and 
said. 'There are some of the things in here that you 
asked me to wnte about.' I was surprised, and really 
pleased to gat it, and since then I have had some 
good laughs and surprises. Here are some of the old 
sayings: 

'If a person looks queer or ill. they are melting Irke 
dew before the sun.' And another is: 'Cows and 
Bullocks will get close together when storms and 
rain are about, and sheeps wool will curt if rain is 
coming.' 

Here is a maybe cure about whooping cough: Take 
the child if you can to a gas works, and let it play with 
a bucket and spade in the used earth which is used 
for purifying. The fumes will cough up the trouble.* 

'A gypsy cure is take three handfuls of meadow hay 
from a haystack, boil in three pints of water. Take a 
cupful a day for three days.' 

An older one still: *Get a young mouse and fry it. Give 
It to the child, and it will t^e sick bringing up the bag- 
like substance which is what causes the whooping.' 
Some odd cures for baldness from a 90 year old: 
'Get the cat to lick any bald patch that appears. If the 
cat won 't lick it. smear a bit of fish on your bald patch 



that will tempt it.' Another one for baldness is, 'Rub 
the scalp with a mixture of soot, salt and paraffin. 
Keep away from naked lights. Hair grows best in the 
dark.* 




An old saying which rings Quite true: 'What's in your 
mind let no man know. For when your friend 
becomes your foe. then all the world will know.* 

1 should like toadd here should anyone trying these 
cures for baldness for the first mentioned, you 
should not let the cat lick it for too long, as I have 
heard that the cat has a rough tongue and you could 
finish up with a sore head. If you should try it I hope 
you also like the smell of fish. I don't know if any of 
these odd cures and ideas will be of any use to 
anybody. 1 am not sure that I would use them, but 1 
suppose it depends how desperate you are. all I can 
say is that to the best of my memory my father never 
went to the doctor for himself until just a few months 
before he died. He never suffered from any of the 
things mentioned in this article. But ! know he tried 
many cures stated in this book. All I can say is some 
of them must have had a degree of success or I am 
sure he would have gone to the doctors many times 
if some of them had not been successful. Or it could 
be that his generation were made tougher than we 
are. 



You can use this for Wordpower Stage 1 Unit 7 Element 1 (A) & Eletnent 3 (B) 



u can use this for Wordpower Stage 1 Unit 4 Element 2 (C) 
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I I Some queer ideas 

Answer these questions in sentences. 

I 

Section A 

1 . What is the cure for Whooping cough? 

2. What is Whooping cough? 

3. Why should you let a cat lick your head? 

4. How do you know a storm is coming? 

5. When does hair grow best? 

Section B 

6. Now use a dictionary. 
First guess the meaning of these words. 
Now look them up. 
Write down the meanings, 
substance soot 
purifying cure 
dew fumes 

Section C 

7. This article is about old sayings and cures. Write down 6 of the main points in your 
own words. 

Now write 3 paragraphs expressing your ideas. 

8. Do you know any old cures like these? Write them down. 

9. Do you think natural cures could be better than a medicine from the doctor. Why? 

1 0. When would you use a natural cure instead of going to the doctor? 



HEALTH 




You can use this for Wordpower Stage 1 Unit 7 Element 1 (A) & Element 3 (B) 



You can use this for Wordpower Stage 1 Unit 4 Element 2 (C) 



Reference work 



HEALTH 



Skills you need before you begin: 

• Using alphabetical order. 

• Loolcing up information. 



Look at the list of health organisations in London. 
This is a page from the London Women's Handbook. 

Answer these questions. 

1 . What is the address for Alcoholics Anonymous? 

2. Give the number for the fVlarie Curie Foundation. 

3. What aspect of health is the Marie Curie Foundation concerned with? 

4. Which two organisations shoulc; I contact if I v/ant to give up smoking? 

5. Which group offers help to people on tranquillisers? 
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You can use this for Wordpower Stage 1 Unit 1 Element 3 
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Cystitis - wtiat to do about it 
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Skills you need before you begin: 

• Reading for information. 

• Giving instructions. 



Cystitis is an 
inflammation of the 
bladder. 

Lots of women get it. 

Read these simple steps 
to help you through an 
attack. 



• Make some simple 
notes to remind you 
of the 7 steps. 

• Explain clearly these 
steps to a friend or to 
your tutor 

• Check the other 
person understands. 

Suggest other things 
which you know help 

OR 

where they could go for 
extra help. 




1 . Immediately drink 
a pint of water 

ITiiN IN the tirsl ot nianv you'll have i<» 
(Innk Dnnkinea lot ot (luid v^tll help to 
tliLsh oul the ^ermN in the bijdder. 
Water iNheNi. but if youcan i mjnjee v) 
much pl:nn water, you rnav prcJer mtik . 
(tr.inee squJNh. weak lea or jn\ other 
bland liquid. Keep a NUppK ot liquid 
cloNC at hand that vou can keep 
dnnkineit /J.. 




2. Get some hot 
water bottles ready 

II \ou arctn pain, hot water btmlesean 
be vers comlnrttni* It i\ best toeet tw») 
readv if posMhIesothat you can put one 
on \our lower back and the other 
between vour thighs. Wrap them tn 
towels so that vou can put them next t<» 
s»^ur skin without buminc ^ 




3. Take some 
bicarbonate of soda 

Mix a teasptK)n o\ bicarbonate oi soda 
with vt»mc water or other weak liquid 
and dnnk it down Repeat this evcrv 
hour for the next three hours makes the 
urine less acidic and this stops the 
bacterta mulliplyinu It also vx)thes the 
w.iter passaee and relieves the burnini! 
It may taste homble but a lot ot w<)fnen 
find It helps. {N<Me: 
Anyone with hich 
hUvHJ pressure or 
heart trouble 
should consult 
their dtKior 
before takm(> 
bicarfvmateot 
NtHla ) 




4. Take two tablets of 
mild painkiller 

II vou are in pain, take one of two mild 
|\iinkillers 

5. Drink another half 
pint of liquid 

\s stKin as vou can. drink another half 
pint ot liquid (or more it yx)u can 
nianaiie it). Repeat this every 20 
minutes. »)r more often if you can. This 
should make vt)u want to go to the toilet 
Irequentlv. Althouith it may sting the 
lirsi lew times vou eo. this usually gets 
iK-tter the more water vou pass It is 
cvsential it) keep emptying the bladder 
if \ou arc t<i tlush oul the germs. 

Vou mav find that dnnking a cup of 
strong coffee everv hour helpbvou to 
pavs m(ue water. But if cot fee makes 
\» ur cvstitis worse it's <)bviouslv best 
not to dnnk it 

6. Lie down or put 
your feet up 

II \»)u can. take vour hot water bf»ttles. 
)ug «)f water and glass and make 
\«)ursell comtonable in bed»»r in an 
.irmchair 

Keep dnnking as much liquid as v()u 
van -abtiut half apint ver> 2(1 minutes - 
itir at least three hours 

7. Relax 

fhree hours is a l()ngt]metopui upwrh 
the pain and diseomf<m ot cvctitis 1 r . 
lo rest v«)ur mind as well as vour bodv 
lake comlon fr<»m the fact that bv 
tollowing your sclt-help routine vou re 
giving \ourscIf a g<HHJ chanee ot 
clearing up the cvstitis quickly Once 
\ou re in a routine keep y<»urself 
«H.cupied - read a btKik . do a crossword, 
anything that will keep vour mind off 
vour disc«»mton and anxielv 

Manv wt)nien find that after three 
li()urs ol this routine the cvstitis will 
^K'gin to wear otf 
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You can use this for Wordpower Stage 1 Unit 5 Element 
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Old Age Pensions 



HEALTH 



tgg Skills you need before you begin: 
— • Reading bar charts. 



The graph shows pensions for 
old age pensioners in different 
countries in Europe. 

It does now show much each 
pensioner receives in money. 

It shows the pension in relation 
to the average wage in that 
country. 

So if the average weekly wage 
in the UK is £100, pensioners 
get £22. 



Answer these questions, 

1 . Which old people get the 
highest pension? 

2. Which old people get the 
lowest pension? 

3. Which pension is 48% of the 
notional average wage? 

4. How much do pensioners 
in Greece get? 

5. How much do pensioners 
in UK get? 




SOCIAL SECURITY 



Single person's social 
security pension 
expressed as 
percentage of 
national average 
earnings. 
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Mind your back 



HEALTH 



Skills you need before you begin: 

• Reading for understanding. 

• Writing instructions. 



You can strain your back if 
you do not take care. 

These six diagrams show 
danger times when you may 
strain your back. 

Look at the diagrams and 
read the information over 
the page. 







You M 

are 

overall 

weight 








You 
are 
pregnant ^ 



You wear 
I some high 
fashion shoes 




Write the opposite, for example: 

1. bod is the opposite of 

2. wrongly 

3. badly 6. unequal 

4. high 7. gain 

5. curved 8. uncomfortable 



■ "'4 



Using your list of words, write six positive instructions on how to keep healthy and ovoid 
straining your back. 



You can use this for Wordpower Stage 1 Unit 1 Element 
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Mind your back 



Posture 

The most important of all Good 
DOSture means preserving the 
Sral shape of your backbone 
as closely as possible, whatever 

vouaredoing Yourspine.s 
shaped the way It IS to give It the 
best chance of taking the strains 
^ouputuDonit If you let It get 
out of shape It may give you 

A?walfs keep your head up your 
shoulders straight, and the ower 

nan of your back hollow -like 
fhe diagram You will feel better 
and look more attractive 
Standing with your weight on 
, one leq twists the backbone, 
I rest your weight equally 
i on both feet 



Bending 

Bend at the knees not the \A/aist. 
Bending from the waist makes 
the back curved. Touching the 
toes with knees straight. is not 
good exercise 

Lifting 

This IS connected with bending 
If YOU have not bent properly, 
lifting something, adds strain to 
a back already strained and 
makes it worse. Again, bend at 
the knees and make your legs, 
which are much stronger than 

vour back, do the work Test 
, loads before you lift them to see 
J how heavy they are and. It in 
' doubt, get help. 



Obesity 



Just carrying too much of vour 
own weight means your back is 
always under strain. Because 
you are overweight, you may 
find It hard to lift properly as 
well The only answer IS to 
lose weight 



u 
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Pregnancy 

A similar problem to obesity. 
Try to walk and stand as well as 
vou can and don't make life 
more difficult for your back by 
ovpr-eatinq and putting on 
more weight 

Footwear 

Many of the shoes you can buy 
today like wedges and platforms 
cause bad posture by making 
vou walk awkwardly Bvall 
means be fashionable but not at 
the expense of your back 

In general 

Whatever vou are doing, at work 
or at home and in the garden, 
lifting or stretching, standing or 
Sitting for long periods, think of 
your back If your car seat is 
uncomfortable get a cushion to 
fit into the small of your back 
(There are medically approved 
ones) If you take part in a sport 
regularly ask a coach's advice 
on how to avoid injury or strain. 

Remember 

Curing a bad back is very 
difficult If KOdy do not take care 
of your own back you may be 
letting yourself in for years of 
pain or discomfort for which very 
little can be done. Isn't it worth a 
little effort NOW ^ 
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Head lice 



HEALTH 



ERIC 



tjjjp Skills you need before you begin-. 
• Reading for information. 




Read the information about head lice on the next page. 

Write the correct answer: 

1. Head lice prefer hair which is: 

clean blond dirty curly 

2. You catch lice from: 

sharing towels head to head contact sitting near someone 

Write answers to these questions. 

3. What steps can you take to prevent head lice? 

4. What can you look for to find head lice? 

5. How can you find lice? 

Write out the passage and fill in the gaps. 

Head lice prefer hair and you can only catch them by 

to contact. 

Each louse lays eggs a night. 

The egg shells are called 

Lice suck from the scalp. 

They become adult in days. 



You can use this for Wordpower Stage ) Unit 1 Element ' 
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WHA'I ARE HEAD LICE? 

1 Ic.mI lu c .111- mimII iMSfi is w liii ii likr it) m I 
lip tioiiic (111 .1 w.inii tu-.ui 1)1 tuiiii.iii ti.iii. I tuA 
.m- 11(11 p.ii lu nl.ii K l){)ilu'ii'(l wliriluT ii's 
sti.iiulit ui < 111 i\. t)t()ii(l ()i hiuiu'iic and. 
loiiir.iix i(t |)t)pul.n hi'lii'l. llii'\ ifiid U) pirlfi 
( ti'.iu i.itlu'i ill. MI (liii\ ti.iii. 

I lu' I )nl\ u.i\ lif.ul liii" pass hoi 1 1 mil- 
iiuli\ idii.il u» .iiioilu'i IS (iiii'iiiii lu'.ul-U)-luM(l 
uml.u 1. .is .luaiii lonii.iiA lo popiil.ii l)clirl. 
lu'.ul lu V (lon'i jiiiiip. IK < )i In )p lioui 1um(1-m > 
lu'.ul. li is also Moi possihli* u» pass on hf.ul lu c 
hoiii ihini^s likf umi'ls. loinhs and ihaii bac ks. 




I iiM<l lu c 1(1 ip ilu' liaii l)\ 1 1 If. ins ()| spci i.il 
( l.ius .uni spi'iid iin)s! ()i iht'ii nine on ni ihmi 
iIr- St. lip. l aili Inn. lit' loiisr lavs. (Hi .i\i'i .mi'. 
( »\.il' shaped t'i;i;s pfi nielli. i>liiiiiii llu'ili oiu 
l)\ one to du- hasc ol iiiduidiial haiis. Aiici 
.ihoiii seven d.ivs .i \onn<; loiisi- niMiipli) will 
eiiieiue le.iMiiLi a wliile eLiii shell null lit iiiK 
ulned lo die li.iii. I he iiMiipli will dieii sl.iii 
h'ediiiii isiu kiiiLi hlood lioin die sialpi in du 
same wa\ as die .idiill and in .i tiliihej leii il.i\> 
\mI1 Ik- ( .ipahte ot lepiodiu lion. 



W HAT 'lO LOOK EOR? 

I U-ad li( eai e e\li eiiieh small d)eiiiLi siii.illei 
di.iii .1 iii.in li head I .ii id '4U-\ isli w hue m hi c iw n 
in ( oloiiK Hi'( aiise III then size ai id i .ipid 
inoM'iiieiil. lhe\ ai e e\l i ei i leK dil Tk nil i<» spot 
l-.'4;4s u I e.iin\ 1)1 ow II I ,111(1 i-inpi\ I'tiLi slu lls 
I w hue 1 .lie a hide easiei lo spnt and will Ik 
toiiiid .ill.u lied to iii(li\idii.il h.in slults neai 
die s( .i!p. 1 he hest w.i\ to I ii id lie.id lui- and 
ilu'ii c'Ltus is 1(1 1 nil .1 line-toothed ( omh 
tin oii^h p.n led li.in o\ei a w I nte ( ii ii h ( ii pie< e 
ol p.ipi'l. lookiiin { .iichilK Ini e\i(len( eoiiihe 
I onil ). ( )du'i sinus Id 1( II ik h M .III- 1 he ( .1st skins 
.111(1 l.ie( I's 1 1| iiise{ Is. I III' I. II lei .ippe.ii as small 
hl.K k dec ks liki' di 1st w lii( li .11 e i iihhed oiit< > 
lK'(l(hiiu ai 1(1 ( oll.ii s whic li l)i'( ( mu' l^i nhl )iei 
iiioie (|ui( kl\ than usual. 




HOW TO HELP PREA EN r 
HEAD LICE 

Steps that I .ill he taken lo rediue the 
possihilm ol .III iiiteitioii iiutiide: 

■ ( .liec kiiiLi ' hildieii's liaii on .i leniiLii h.isis 
loi ,m\ simis (){ lii'ad lue. 11 e\ideiue ot .in 
iiile( lion is loiiiid. neat hoth tlie iiidiMdnal 
loiiieined and die test ol the t.iiniK 

■ (omhoi hinshti.iii iu*({iieiitl\ ( oiiihiiiLl 
with .111 i)idiii.ii\ line-toothed tonih altei 
w.ishniii the li.iii ( .111 .issist pie\enh(Mi. 

■ It .1 menihei ol \oiii l.itniK is loniid to li.nt 
an iiileiiioii. please nilorm llie lot.il stliool. 
othei i).iieiits. Health \isitoi and Stliool 
\inse. 
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Skills you need before you begin: 
• Reading for information. 



Eye tests 




Eye sight tests are free for some people. 



Look ot this list end then soy if these people qualify. 



I How do you qualify for a free NHS test? 



• If you have a low income. 

• If you or your partner get income support or family credit. 

• If you are under 16 or a full-time student under 19. 

• If you are registered blind or partially sighted. 

• If you are diagnosed diabetic or are suffering from glaucoma. 

• If you are over 40 years of age and the parent, brother, sister or child of a person 
with diagnosed glaucoma. 

• If vou need certain verv strong lenses. 



Write a list of who qualifies: 

1 . Clare is at college studying for her degree. She is 1 8. 

2. Omar receives Income Support. 

3. Liza is a pensioner, aged 52. 

4. Hasan is at school. 

5. Jamal is 50 and his elder sister has diabetes. 

6. Omar's wife, Fatima is 32 a?d worl(s full-time. 

7. George is registered disabled. 
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Fibre in our food 



HEALTH 




Skills you need before you begin: 

• Reading for information. 

• Adding. 



Fibre rich foods are good for your health. They fill you up. They stop constipation. They 
may help prevent bowel problems like cancer of the bowel. 

We need 30 grams of fibre every day. 

Look at the chart: 



• Plan five different menus for yourself 
from Monday to Friday with enough 
fibre per day. 



These are some fibre-rich foods. 
The figures show how many grams 
of fibre each item has. 



bread (4 slices) 

wnoiemeal bread 11q 

Drown bread 6g 

white bread 3g 

cnaoai 3g 



breakfast cereal n servir^gi 

2 Weeiab>x 5g 

2 Shredded Wheals 5g 

Puffed Wheal 4g 

unsugared muesi 4g 

porridge 3g 

corniiakes 3g 



vegetables and beans (1 servir^g> 

red kidney beans lOg 

peas 7g 

baked beans 6g 

spinach 5g 

sweeicorn 5g 

planiam 5g 

leniils 4g 




carrois 
vanr 
leeks 
dahl 
sprouls 
swede 

Fruit and Snacks 

2 dried aprcois 
1 banana 
raisms I30gi 
unsaiied peanuis (30g! 
1 appie 

spaghetti (1 servingi 
wholemeal 
ordinary 

potatoes (1 serving) 
baked in jackei 
boded wilh skin on 
boiled wilhoul skin 

riced serving) 
brown 
while 
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7g 

3g 

2g 
2g 
2g 

6g 
2g 

3g 
3g 
ig 

3g 
2g 
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Answers 



Health at work 

Symptoms = one of the things that shows when someone is ill 
(Red spots ore a symptom of measles). 
Fatigue = tiredness. 

Malaise = a feeling of illness without any particular pain or 
appearance of disease. 

Intensity = how strong or great something is. 
Cortisol = hormone associated with stress. 
Variation = varying, alteration. 
Diuretics = medicine that increases flow of urine. 
Hyperactivity = over activity, unable to rest or be quiet. 

Check student wrote a letter. 
Salt 

1. 1 gram per day. 

2. 10 grams per day. 

3. High blood pressure, heart disease, strokes. 

4. Added by food manufacturers during food processing. 

5. Vj of what we eat. 

Sugar 

Check form completed. 
Check interview notes. 

Drinking 

1. 2 units. 

2. 21 glasses of wine for men, 14 for women. 

3. Exactly 14 units, but above the limit as she'd have no drink free days. 

4. Studenfs personal record. 

Breast cancer 

1. UK Netherlands and Denmark. 

2. Japan. 

3. More than 30 in every 100,000 

4. Rich. 

5. Low. 

6. Very low fat diet and late menstruation. 

Writing letters 

Check the letter. 

Smoking 

la. Health Risks: coughing 
bronchitis 

risk to baby in pregnancy 
general lack of fitness 
heart trouble 
lung cancer. 
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HEALTH 



1b. Social: bad breath 

smelling of smoke 
stained teeth 

mouth does not feel clean. 
1c. Other: wont cleaner smelling house/environment 
wont to taste and enjoy food more 
want to set good example to children. 

2. 50,000 people, lung cancer, bronchitis and heart attacks. 

3. Healthier and fitter - no more coughing or yellow teeth and fingers cleaner, fresher breath, ciotnes 
and hair, healthier pregnancy, money saved 




Teeth 

1 of adults in UK 



2 No 



3 No 



4. No 



Getting help to pay for your health care 

Check the form is completeo correctiv 



Spending on health 

1. us 2 UK 3 6.3^ 



4 More 



Some queer ideas 

1. Take the child to the gas works and let it ploy in the used earth whicn is used for purifying 
OR three hondfuls of nov m three pints of water 
OR fry a mouse 

2 An illness that mokes you cougn one gasp 

3 To cure baldness 

4. Cows and bullocks get close together 

5. In the jar. 

6. Substance = something you con touch or see 
Purifying = making something pure 

Dew = tiny drops of water that form during the night on surfaces out of doors 
Soot = the black powder left by smoke in a chimney 
Cure = to get rid of somebody's illness 
Fumes = strong smelling smoke or gas 

7. Main points 

0 My father wrote a book of old cures 

b Animals know when ram or a storm is coming 

c Cures for whooping cough include ploying with gasworks earth, 

water and hoy drinks, and fried mouse, 
d. Baldness con be cured by cot licks, or a mix of soot, salt and paraffin 
e Thesecuresmoyor may notbetrue. 
f But my father was never ill 



Reference work 

1. Alcoholics Anonomous. London Regional Telephone Service. 140a Tochorook St, London SW1 2NE 
2.235 3325 3. Cancer 4. ASH and Heolthline 5. Tronx 
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Cystitis - what to do about it 

Check the student can explain the steps clearly 

Old Age Pensions 

1. Spanish 

2. UK 

3. France 

4. 77% of the national average earnings. 

5. 22% of the national overage earnings. 

Mind your back 

1. Good. 2. Correctly. 3. Well. 4. Low. 5. Straight 6, 
The correct answer can be anv instruction that makes sense 

1. Keep your head up and your shoulders straight. 

2. Bend correctly, from the knees. 

3 Lift correctly, bend at the knees 

4 Try to lose weight if you are over weignt 

5. If pregnant, try to stand well 

6. Wear comfortable shoes with low heels. 

Head lice 

1. Head lice prefer hair which is clean. 

2. You catch lice from head to head contact. 

3 Check hcir regularly, comb and brush hair frequently and contact other parents and the school, if 
you have an infection. 

4 Look for white eggs or black flecks. 

5. Run a fine tooth comb through hair over a white cloth. 

Head lice prefer clean hair and you con only catch them by head to head contact. Each louse fays 
eight eggs a night. The egg shells are called nits. Lice suck blood from the scalp. They become adult in 
ten days. 

Eye tests 

1. Yes 2, Yes 3. No 4. Yes 5. No 6 Yes 7 No 
Fibre in our food 

Check the menus for each day. There should be a minimum of 30 grams of fibre in each days menu. 




Equal. 7 Lose. 8 Comfortable. 
. Perhaps something like this: 
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